Quick Start - The Basics

Get to know WorkDo!
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/@ | The Basics

The Must Knows

?

o

o

o

o

Manage information

Basic tools

Advanced tools

Features

Main functions

The Workplace

o

Create workplace with company

email

m Join workplace - after sign up

m Join another existing workplace

m Invite - with company emaiil

m Invite - no company email

Create workplace with free email

m Target invite

The Groups

o

o

o

o

o

o

Create sub-groups

Add members to sub-groups

Join a sub-group

Tip: use default sub-groups

One-on-one communication: buddy

Tip: star groups and buddies

The Settings

o

o

o

Manage admins

Activate tools/manage tool roles

Privacy settings

Let’s start to...

Create items

View posted items

Edit, discard, delete and more

Use My Shelf
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WorkDo simplifies how you
manage information

Different levels of management
Must be a member to view, use
and manage information
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7 . .
‘OManage information

Participating after joining
Manage multiple workplaces

Sub-groups in each workplace

1-on-1 teamwork: buddies

My Shelf

QS’Q.WorkDo



WorkDo basic tools

For workplace/groups/buddies/My
Shelf

Tools you can use to enhance
teamwork every day

@2 B #



@3 Basic tools

My Shelf

Workplace
—_——————— e e . — —

Basic Tools

Notes

Events

—— e e

e e e A e e

Polls

e [ e

Files

—_—————— e ———

Albums

Wall
T ettt et

Chats

5. WorkDo



Public Notices
Announcements,
reminders, industry
news, new
information,
company benefits,
policies and more!

Allocate Jobs
Projects, activity
planning, contracts,
customer visits,
documentation,
equipment
maintenance and
more!

Activities
Meetings, company
events, annual
parties, training,
seminars and
more! Track who’s
attending!

Completion proof,
equipment images,
design blueprints,
product samples,
architecture designs,
venue pictures and
more!

Cloud storage,
shared files, upload
and download
easily.

Opinions
Company events,
design ideas,
project direction,
company core
value, annual
parties and more!
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Best thing about WorkDo is...

It is an all-in-one software with
many tools to use within your
workplace, groups and between
buddies to enhance teamwork!
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/@ I'The Tools

(
S

More to come...
.é’q.‘llorkbo



Of course,

WorkDo not only has basic tools...

Check out other WorkDo Features

to see all the different ways to
increase work efficiency

Table of Contents


https://portal.workdo.co/zh-hant/quickstart/

@ ' The levels of teamwork

Invite members
Group settings
Post items
Group tools

Post items
Buddy tools
Moments
Buddies

Dashboard
My Shelf
My Upcoming

/®

\Workplace

Create workplace
Join workplace
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With great power comes steeper
learning curve?

Nope, not here, it's actually very
simple to use!

With just a few steps you can
achieve a lot with WorkDo!
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Smarter tools for the whole company

Saves costs
Saves time

Work easy, work smart!
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@ 'Workplace: start from here

Enter keyword to search everything! All notifications related to you

Workplace Info, Privacy, My Info,
Manage Admins and more!

Workplace/ /buddy D tool
Switch workplaces plus orkplace/group/buddy Do page (tools)

create/join workplace

Click to enter group or buddy wall
Swipe to see secret menus

. . . L)
Click to see the main functions .15“3.WOPKDO



@) Dashboard: everything across groups and buddies

S—

[ | | () | | O —

] & Dashboard Wall
1

[WorkDo Demo Inc.

] = WorkDo Demo Inc. Q o

Wall Tasks Events Polls
] Dashboard Wall _—
iy Y Uncompleted v 11 4

Jackie [ WorkDo Demo Inc. ]
Tasks Events
: 2017-09-28

Uncompleted 3 - @1 Unreplied 1
Invite members to your workplace

Files Polls Q}{ i Sun, 2017-12:31 & 2/862 B Pl

Not Yet Voted 1 ’ @l All Members One stop shop o
Workflow My Clock 37 Read all that needs to be
Stats ) done
Assigned To Me 15 V¥ Like P8 comment
@ Jackie [ WorkDo Feedback |
E I(-)?/ae‘r’:iew 2017-04-27
Provide feedback

@ Wed, 2017-09-27 & 1/4 01

Moments

(&) eoe
Al My Assigned | Created

Ve
—

¢ L XX ) x

+ +
Workplace ~\shboard Chats More Workplace
Q
A N a
— ~—

Dashboard Your it Check quickl
01 ashboar 02 our items 03 eck quickly &G.wo,.kno

B 4 sif

Dashboard Chats More




g o .
'+ quick access to create new items and requests

L] L] L]
(] [ ) [}
Il < WorkDoDemoInc a
jorkplace Settings =
Wall Chat  Atten..nce @ {
< 2017-10-06 (Today) ~ >
:‘d‘. Work Starts Unclocked
" 09:00

H, Work Ends

A Unclocked
7 1800

Albums Files

Workml Dashbosrd /) /\ Chats
~—
1 + 02 Choose tool 03 Enter create page

0
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/@ 'Chats: instant messaging

Ve . N Ve . N\ Ve . \

\ ( e — ‘
|

]
l ! ] Search

| ‘ WorkDo Demo Inc.
i AH members can view
{1
| starred Groups Buddies
 —
| ad \ Employee Welfare Commitee

ing with your to
make teamwork effortless! | -

.
#New Chat i
@ Jeff
~
&

Start

Guitar Club

Q

L i D oo
Workplace Dashboard Chat{o\ More

e,
1

Chats 02 + New Chat 03 Choose where to chat

0
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@ Angel

'Chats: instant messaging

Wall Chat Albums @

who are not a member of the group
2read  will not know about the group.
14:28

@ Angel

That's good to know! You
mean group privacy settings
right?

1429

That's right! Please feel free to
create groups within the demo
2 re;: workplace to try out the function!
14:

[Note] Create a group
14:31

14:32
The tool [10U] is enabled.

e

Enter messages

/_\
—/

Includes notifications

Accounting (3)
Q Jackie: Welcome our new member!

Sales Team (2)

Anna Stein joined the group.

2 ue ¢®

Workplace ~ Dashboard Chats

P — Swipe left or right
v |— Number of read

09-13

More

7\
—/

05 Secret menus
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D) More: personal stuff and app guide

S—

Vs . N

] \\ [ 6 —
] = WorkDo Demo Inc. Q A
| INgs Tor your eyes only.
A 4
Uncompleted Tasks 9
Jackie N
You can't handle the truth! ! '
| | My QR Code >
{ ) ! i
| My Upcoming | App Settings >
See all items related to you that are >
happening in the next few days. | Accounts N
|
~ My Shelf

| Py
] Organize your life and collect important Tools Intro >
things for your eyes only. |
Quick Start >

Uncompleted Tasks 9 |

! FAQ >
My QR Code >
| Recommended >
App Settings >
! Feedback >
Accounts >
| About >
. | |
ss (XY}
‘ sss ¢ 8 HE D ) L HH @ oo
Workplace Dashboard Chats Nore Workplace  Dashboard Chats More Workplace  Dashboard Chats More
— — —7

O 1 More 02 Personalize O 3 App guide

,é"q.WorkDo



Create workplace with company email

Use company email as a security measure

Limit access to company employees only
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~—

Please enter your personal workplace email. If
the workplace already exists, you will enter that
workplace, otherwise a new workplace will be
created.

——

‘Emer name@company.com

Do not have a company email address?

You are welcome to enter our demo workplace to start
your experience. You can leave at any time!Enter

'Create workplace: use company email

Please enter your personal workplace email. If
the workplace already exists, you will enter that
workplace, otherwise a new workplace will be
created.

demo@testdemox:od

Do not have a company email adaress?

You are welcome to enter our demo workplace to start
your experience. You can leave at any timelEnter

7\
~—/

1 Enter company email

~
~—/

Submit

. N\

o o ———

Please enter the verification code from your
verification email.

o0 0@

Did not receive the verification email?

e

Please check your inbox, junk mailbox, or spam folder

If you still don't receive the email, you can click Resend

Email Verification

7\
—

3 Verification code

,éqg.WorkDo



& 'Create workplace: use company email

S—

] € Create Workplace Continue ] = Demo Inc.

& K ©w ©

| |invite Members  Create Group Add Buddy Scan QR Code

Upload workplace image

place Settings

Create a workplace for your team to enhance
teamwork with tools such as Tasks, HR, and Leave Demo Inc. >

Workplace ID: .com 5L Roster (1) &4 Public Groups (2)

Two default
Starred Groups Bi groupsg can be
edited or deleted

Demo Inc. I Information Hub (
: ! Do

Workplace Description

Workplace Name

AR workDo Testing
This is a workplace for 7 ﬁ

)

demonstrations, welcome to join the S

workplace.

If you have any question, please feel

free to ask in the Demo Inc. 2 HH ] eoe
Workplace Dashboard Chats More

+
7 7
— —

04 Fill out info > Next 05 Enter your workplace

,é"g.WorkDo



Join workplace
1. Workplace uses company email
2. | have personal company email

3. Join after sign up to start teamwork
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'Join workplace (right after sign up)

l

Please enter your personal workplace email. If
the workplace already exists, you will enter that
workplace, otherwise a new workplace will be
created.

demo@testdemo.com

Do not have a company email address?

You are welcome to enter our demo workplace to start
your experience. You can leave at any time!Enter

(

7

1 Enter company email

Email Verification

Please enter the verification code from your
verification email.

| v @ |

II

Did not receive the verification email?

check your inbox, junk mailbox, or spam folder

f you still don't receive the email, you can click Resend

7\
—

2 Enter verification code

Welcome to [WorkDo Demo Inc.]

This is a workplace for demonstration,
welcome to join the workplace.
If you have any question, please feel free
to ask in the Demo Inc.

7
~—/

Welcome message

,é”q.WorkDo



Join workplace

1. Join another workplace
2. Workplace uses company email

3. | have personal company email

Table of Contents



@3 Join workplace (workplace that uses company email)

= Demo Inc. ]

o &

Invite Members  Create Group Add Buddy Scan QR Code

Demo Inc.
22

Norkplace Settings

Wor

DO WorkDo

Demo Inc. >

+ Join/Create Worknlace

Please enter your personal company email
address to join a workplace. We will check if the
email address can join an existing workplace

S Roster (2) &4 Public Groups (2)

Starred ©Groups Buddies & Join Demo WorkpleX

iyl Information Hub P S
@ (B2 )

s 'ﬁ WorkDo Testing —
| C Do )
[ | NI 7‘

T ®

Workplace  Dashboard Chats More

—~ |
g

Enter name ompany
|

|

Do not have a company email address?

You are welcome to enter our demo workplace to start your
experience. You can leave at any time! Enter

<

O 1 Workplace list 02 Join/Create Workplace 03 Enter company email

,é"g.WorkDo



/@ 'Join workplace (workplace that uses company email)

] € Email Verification ] X Join Workplace
J Please enter the verification code from your J

verification email.

0 0 O @
Your email address has yet to be

verified. You have been invited to [WorkDo Demo
A verification code has been sent to Did not receive the verification email Inc.]. Please join using a valid email

the following email address: address for this workplace.

=
: ey o

04 Check verification email 05 Enter verification code 06 Click Accept

Please check your inbox, junk mailbox, or spam folder

jennychen@ com

f you still don't receive the email, you can click Resend

.é”q.WorkDo



Invite coworkers to join

1. Coworker has company email

2. Send invite

Table of Contents
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S—

] = Demo

P 12

Members

Inc.

L @

Create Group Add Bud

Demo Inc. >

Starred
A
<

B |V

8 8

Workplace  Dashboard

S Roster (2) S8 Public Groups (2)

eGroups

Information Hub
2@

WorkDo Testing
2@

dy

®

Chats

Scan QR Code

Buddies

Co)

More

+
7
\./

01

Invite Members

] & Invite Members
[WorkDo Demo Inc. ]

|

Invite new workplace members with personal email
address ending in @ .com

Verify By

demo1.bddtst.com

&

For those without the personal workplace email address
Verify By Mobile Number

Verify By Email Address

For better security, members will need to verify
identity via email or mobile number before

entering the workplace.

VR
-

O 2 Verify By

O)'Invite coworkers to join workplace (have company email

,é”q.WorkDo



)

Invite coworkers to join workplace (have company email)

apps but you ne
to install the ap
first

Supports thes3

7~ . \

€ Invite Members Via

You can use different ways such as email, SMS, and
copy invitation to invite others to join [Demo Inc.]
workplace.

Facebook Messenger

WhatsApp

(%)
<
)

KREROR-

Email

&
Copy Invitation

c_

04 Choose an invite method

\

Jackie invited you to join

[WorkDo Demo Inc.] on WorkDo ¢

Inbox

Please join [WorkDo Demo Inc.] workplace with

Tina Herrera
to me
17:20 View details

yourname@workdo.com on WorkDo.

It's an all-in-one app that makes teamwork effortiess
with many tools such as Tasks, Leave, HR and morg )

hl\ps'//www.workdo.co/dl@ﬁwﬂ

g

the

,,\\\

Coworker clicks
k and follow

steps to join

« R0
Reply Reply all Forward
~—/

05 Coworker clicks link

,é"g.WorkDo



Invite coworkers to join workplace

1. Coworker does not have company email

2. Create invitation specifically for coworker’s
email or mobile number

Table of Contents
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S—

] = Demo

P 12

Members

Inc.

L @

Create Group Add Bud

Demo Inc. >

Starred
A
<

B |V

8 8

Workplace  Dashboard

S Roster (2) S8 Public Groups (2)

eGroups

Information Hub
2@

WorkDo Testing
2@

dy

®

Chats

Scan QR Code

Buddies

Co)

More

+
7
\./

01

Invite Members

] & Invite Members
[WorkDo Demo Inc. ]

|

O)'Invite coworkers to join workplace (no company email

Invite new workplace members with personal email
address ending in @ .com

Verify By

demo1.bddtst.com
For those without the personal workplace email address
Verify By Mobile Number

Verify By Email Address

For better security, members will need to verify
identity via email or mobile number before

entering the workplace.

VR
-

02 Create invite with

,é”q.WorkDo



)

Invite coworkers to join workplace (no company email)

—

03 o Verify By Mobile Number

OR

} Enter Email Manually

A Jenny
jenny@workdo.com

C

7\
~—7

v

03b Verify By Email Address

,é"g.WorkDo
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. "‘\\

] € Invite Members Via

Supports thes
apps but you ne
to install the ap

first

You can use different ways such as email, SMS, and
copy invitation to invite others to join [Demo Inc.]
workplace.

Facebook Messenger

WhatsApp

(%)
<
)

KREROR-

Email
3

Copy Invitation

TN
—/

04 Choose a method

< o 8§ =

Jackie invited you to join
[WorkDo Demo Inc.] on WorkDo ¢

Inbox

Tina Herrera «
to me

17:20 View details

Please join [WorkDo Demo Inc.] workplace with
yourname@workdo.com on WorkDo.

It's an all-in-one app that makes teamwork effortiess
with many tools such as Tasks, Leave, HR and morg )

https://www.workdo.co/d/JsdZéw/1
@ the

"Invite coworkers to join workplace (no company email)

. '\\\

Coworker clicks

k and follow
steps to join

« R0
Reply Reply all Forward
~—/

05 Coworker clicks link

,é"g.WorkDo



Create workplace with free email

1. Fill out all required info
2. Target invite future members

3. Members still required to verify to join

Table of Contents



D) Create workplace: with free email

~—

( : )
[ ) ————
Email Verificati

€ Workplace Info

We recommend you to create a workplace using a e e —
company-specific email address. If your company | ( A verification emgll hf-xs been sent to your email ‘
does not have one, please complete the following address: jackie@demotest.com

information to continue. All fields are required.

O
Workplace Info I

Workplace Name )
P Submit
Please enter the workplace name

. Did not receive the verification email?
Please enter your personal workplace email. If

h Kkpl Iready exi il h Workplace Address
the Kvolr Pl aceha ready exists, ymli“l“ em_el{tb at Please check your inbox, junk mailbox, or spam folder.
workplace, otherwise a new workplace will be
created. Please enter the workplace address

If you still don't receive the email, you can click Resend

Enter name@company.com Workplace Size
Please choose >
—— e mm mm mm m mm omm o= Where did you hear about us?

Do not have a company email address?

- mm mm e e o e e e

You are welcome to enter our demo workplace to start
your experience. You can leave at any time!Enter

Please choose >

Applicant Info

Name

~ —~ 7~
— ~—/

01 start workpo ) Fill in required info 3 Verify email address

gg.WorkDo



D 'Create workplace: with free email

S—

d X w

Invite Members  Create Group Add Buddy Scan QR Code

+ Edit workplace image

Demo Inc. >

Workplace Name SL Roster (1) S4 Public Groups (2)

Two default groups,

Demo Inc. Starred Groups z.can be edited or
- deleted
Workplace Description f Information Hub
o Q
Please enter workplace description =
f "? WorkDo Testing 7 Y
| ( po )
N ’
Welcome Message
Please enter the welcome message
’ T ® .
Workplace  Dashboard Chats More

+
~ | ~
~— ~—~

N
04 Fill out information 05 Enter workplace

,é"q.WorkDo



Invite coworkers to join workplace

1. Create invite specifically for coworker’s
email or mobile number
2. Coworker needs to verify that he/she is
the owner of the email or mobile number

Table of Contents



@) Invite coworkers to join workplace

~—
N
. .
[ e L]
= Invite Members

] enelne ]

‘é :é .’o’. ] ‘ Invite new workplace members with... ]
»

' Verify By Mobile Number '

Members ~ Create Group Add Buddy Scan QR Code

Verify By Email Address

Demo Inc. >

S Roster (2) S8 Public Groups (2)

Starred e Groups Buddies

Q Information Hub —
( Do :
2@

’ﬁ WorkDo Testing

Do
N 2o
For better security, members will need to verify
x H ° PP idenlity via email or mobile number before
sas entering the workplace.

Chats More

Workplace  Dashboard

+
7\ VR
— -

O 1 Invite Members 02 Create invite with .
5. WorkDo



)

Invite coworkers to join workplace

\

TN
-

J

03 o Verify By Mobile Number

OR

Enter Email Manually

| Jenny
jenny@workdo.com

L

TN
—/

/

03b Verify By Email Address

,é’g.WorkDo



@) Invite coworkers to join workplace

~—

Va : ™\ Ve : ~N

| * — )
] € Invite Members Via ] <« [« |
|
You can use different ways such as email, SMS, and .. L.
copy invitation to invite others to join [Demo Inc] | Jackie invited you to join
eeielacey [WorkDo Demo Inc.] on WorkDo ¥«
] } Inbox
n Facebook Messenger
Tina Herrera «
tome
WhatsApp 17:20 View details
Please join [WorkDo Demo Inc.] workplace with .
You have to yourname@workdo.com on WorkDo. oworker clicks
. SMS It's an all-in-one app that makes teamwork effortless
|nsta" the apps with many tools such as Tasks, Leave, HR and morg ) k and fo"ow
first B

https:// .workdo eofddsd76w/1 - .
i @W the steps to join
Email
@

Copy Invitation

« 2N »
Reply Reply all Forward

TN 7\
~— ) ~—7

04 Choose a method 05 Coworker clicks link

,é"g.WorkDo



Create sub-groups

Create sub-groups for specific
projects, topics and teams

A more flexible way to
communicate

Table of Contents



(G 'Create sub-groups

S—

& Create Group ]

[Demolnc.]

! Upload group image

| Create a project, topic or team group within your
workplace to enhance teamwork and strengthen
collaboration.

Demo Inc. > Group Name

Do you want to set the privacy

S Roster (2) §8 Public Groups (2) HR Department conditions for this group?
Starred ®Groups Buddies Group Description Set Skip
Il Information Hub — Employee profiles, leave management,
¢ o ) ployee p nag
2@ recruitment and compensation.
"2 WorkDo Testing - Pri
= ( ) rivac
m 2 - > y
Public means the group can be found by any
members within this workplace while private means
the group cannot be found in Public Groups.
1 s ® - Publi >
Workplace  Dashboard Chats More uolie
~—~ ~— ~—"

O 1 Create Group 02 Fill out information 03 Click Set

.é”q.WorkDo



D) Create sub-groups

~—

Privacy X
[ HR Department . )
Public/Private i—
< 1=
Buddies Groups Roster QR Code User ID \
Turning this on means the group can = =~
be searched and found by non- o Search

members within the workplace.

Auto Accept L AnnaWaltz

QR Code and Invite Link .
Jackie Joined
Using QR code or invite link to join, the request will be

accepted automatically, other types will require

approval. .
Jenny Chen (]
’ -
All

All types of join request will be accepted v
automatically.
Who Can Invite Members A

Only contains
Owner and Admin members within
This group only allows owner and admins to invite ¥ th orkplace
others to join.

and will join

Everyone im dlately after
Everyone in this group can invite others to join. invite

TN
—/

()

04 Set group privacy 05 Choose add method

gg.WorkDo



Add members to sub-groups

Include all members involved in the
project or special topic

Small-group communication to
enhance teamwork

Table of Contents



/@ "Invite members to join sub-groups

S—

/ 4 . \\\\ /,/ o \\\ ,// . \
‘ L4 \ [ ° \ [ ° ‘
= Demo Inc. ] Group Settings Jll < Add Members
[HR Department ]
‘é oo My Info in this Group } o 2 3 &
. Buddies Groups Roster QR Code Userid |
Invite Members  Create Group Add Buddy Scan QR Code Jackie -
W Owner - [ ] Search [
Notifications > ﬁ
~)} Anna Waltz
'
Mark as Starred (X)
Demo Inc. > Group Members : —7 . Jackie Joined
Member List >
5L Roster (3) &8 Public Groups (3) [ Jenny Chen Q
Add Members > ’ ®
Starred Groups Buddies O
p——gm @ Blocked Members >
;. HRDepartm
T Group Profile
\ Group Info > Only contains
Infomation Hub (=) members within
3w J Group QR Code >
the workplace
B Wit n Trctine Privacy > and will join
2 HH + ® immediately after
Manage Group
Workplace Dashboard Chats More i nvite
N N 5
K — — ~— /

05 Group Settings 06 Add Members 07 Choose add method

,é”q.WorkDo



Join a sub-group
1. Find public groups

2. Join an existing team

Table of Contents
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'Join a sub-group

'.G,;.'

Invite Members  Create Group Add Buddy Scan QR Code

Demo Inc. >

S Roster (2) S8 Public Grol|

Starred e Groups Buddies

M information Hub
2@
"2 WorkDo Testing
S B

X i

Workplace  Dashboard

® e

Chats More

+
VR
—

A

Public Groups

L]
L [}
Public Groups
] (- [Demo Inc.] 4
‘ Search
] /M information Hub

4
Share industry knowledge, news, trends

L and other information. (This is a defaul...

WorkDo Testing
4

Feel free to test out all WorkDo
functions here such as create a task or.

Sales Team

2

Let's succeed! O

Marketing and PR
2

Impressions matter!

HR Department
1

Employee profiles, leave management,
recruitment and compensation

VR
—

2 Choose a group

,é”q.WorkDo



(e 'Join a sub-group

~—

Sales Team

2

Let's succeed!

Wall Chat Albums @

Search

Jackie

Just Now

93 December Sales Meeting

© Mon, 2017-12-04 14:30 ~ 15:30
i Upcoming 0/2
Q Asia

@ All Members

% Time to meet up and go over our goals!

W Like ®8 comment

Jackie C
Note

29 mins ago

Hey everyone, let's brainstorm the ways to

achieve our quarterly goals!
Write down your ideas in the commer

03 Join

section!
~—/

04 Enter group wall

,é"g.WorkDo



Tip: use default sub-groups

All workplaces have two default
groups in which everyone that joins
the workplace will automatically be

in the two groups

Change the groups to
workplace-wide groups
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/@ 'Tip: use default groups

[ \ [ \ /
[ ) \ [ Y \ [ [ Jp—

= Demo Inc. ] € %ﬂﬂﬁﬁﬁmgs ]

// o N\ Va 5 N\ Ve 5 \

& Group Info

[Information Hub ]

:A .\0;. My Info in this Group ) | -
Invite Members  Create Group Add Buddy Scan QR Code Jackie [ L ) Admin
W Owner W ||| =) {
T8 Create a project, topic or team group within your
‘ Notifications > to enhance and

collaboration.

-
Mark as Starred @ Administration Affairs

Group Members
Demo Inc. > B

Member List N To delete default

group, Group
Add Members > ’ Settings >

SL Roster (4) S8 Public Groups (5)

Starred Groups Buddies
- Blocked Members > Adv_?:_ceg > Delete
2| . HRDepartment Is Group
'-"l-g w (o) Group Profile

Group Info >
i Information ©
4 Group QR Code >
Marlatina and DD Privacy >
T J
. -

Workplace Dashboard Chats More
k j - —

O 1 Group Settings 02 Group Info 03 Change name and description .
5. WorkDo




One-on-one communication

Add buddies to begin one-on-one
communication

Use tools between buddies such
as Tasks, Notes and Cashbook

Table of Contents



f\

S—

] = Demo Inc.

& &K

Create Group Add Buddy

Invite Members

Demo Inc. >

SL Roster (4) 58 Public Groups (5)
Starred Groups

.-.hli . HR Department

WM ¥

. Information Hub
= 4 Wl

B Ak atina and DD

2 i

Workplace ~ Dashboard

®

Chats

B |
&Ry

Scan QR Code

Buddies

/-\
—

01

Add Buddy

Jll < AddBuddies

[Demo Inc.]

I 2 i B

Jenny Chen

[ ]
@
G Tina Herrera

You can add any members within
as a buddy.

N
~—

Q

Groups Roster QR Code User ID
Search
@ Anna Waltz

Add

02 Choose member

©)'One-on-one communication: add buddies

] = Demo Inc.

4L &

Invite Members  Create Group Add Buddy

Demo Inc. >

S Roster (4) S8 Public Groups (5)

Starred

Tina Herrera e
E ‘\

Groups

5 3 Hid . ®

Chats

Workplace ~ Dashboard

-

Scan QR Code

eBuddies

More

eck added
ies in Buddies
List

+
72
g

03 Check Buddies list
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Tip: star groups and buddies

When you many groups and
buddies, you can star a few groups
and buddies in order to find them
quickly in Starred list
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/@ 'Tip: star groups and buddies

\ /
[ Y — \ ( o

Group Settings

[HR Department |

= Demo Inc.

Py [ S Py 4
Je9 4 1 | My nfo in this Grou ! :é :
L v B y v &
.l Invite Members  Create Group Add Buddy Scan QR Code Jackie Invite Members  Create Group Add Buddy Scan QR Code
{ W Owner ! '
Notifications >

Mark as Starred

Group Members

Demo Inc. > Demo Inc. >

Member List >
5L Roster (3) S4 Public Groups (3) SL Roster (4) S8 Public Groups (5)
Add Members >
Starred Groups Buddies Starred Groups eBuddies
o= Blocked Members >
HR Departm HR Department —
: - Group Profile - kB0 )
Wall  Settig
Group Info >
D)
A Group QR Code >
QAR ik Trctinn Privacy >
. e
1 i ® ! T = o0 ® e
Workplace Dashboard Chats More Workplace Dashboard Chats More

+
~—/ — —

O 1 Group Settings 02 Mark as Starred 03 Check Starred list

,é”q.WorkDo



/@ 'Tip: star groups and buddies

] € Buddy Settings ] = Demo Inc.

‘ J ' || & B @ ® ||

Tina Herrera ‘ > Invite Members  Create Group Add Buddy Scan QR Code
'

b /8 & ®

Add Buddy Scan QR Code

.l Invite Members  Create Group

Notifications >
L) - 1
Mark as Starred (X
© o\k
Demo Inc. > Demo Inc. >
Manage Tools >
SL Roster (4) S8 Public Groups (5) SL Roster (4) S8 Public Groups (5)
Block
Starred Groups eBuddies Starred Groups eBuddies
Unbuddy
. Jenny Chen — '.hl . HR Department / ~
‘\ Do ) . g, ( Do )
M ¥

Tina Herrera . 7 ~
5 Tina Herrera Do )

® oo 1| 3 i [+ ®

Chats More Workplace  Dashboard

+
~ ~
\/ \/

Workplace  Dashboard

Chats More

()|e

O 1 Buddy Settings 02 Mark as Starred 03 Check Starred list
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Workplace/group admins and settings

Workplace/group owners and
admins have the same authority

Owners also have the right to
change ownership and remove that
workplace/group

Table of Contents



/@ 'Add admins to manage workplace/group

tings

] ?;6:& Workplace Settings

Workplace/group
have the same Denmo Inc. >
settings in the
next few steps

SL Roster (4) S8 Public Groups (5)

Starred Groups e®Buddies

l_“l; . HR Departm

W 0

Marbatina and DD
I
H
sss
J Workplace ~ Dashboard

Workplace Workplace Settings Group Group Settings

ccccc
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/@ 'Add admins to manage workplace/group

CTE

& Workplace Settings ]
[DemoInc. ] |

nvite Members |

| o Jackie Owner
Member Join Log >

Blocked Members > J
Workplace Profile
Workplace Info > }
Workplace Binding > :
|
Workplace QR Code > ’ ,
Privacy >

Manage Workplace

Manage Admin @ >
Tool Box >

Workplace Notifications > }

Advanced > &
TN
A,
02 Manage Admin 03 Assign

()
—
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/@ 'Add admins to manage workplace/group

Only contains
members ofﬂw

workplace/gr

)

04 Choose member 05 Done!
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Do page has many tools to use...

Workplace/group/buddy all have
their own tools in Do page

Tools vary depends on where you
are (workplace/group/buddy)

Workplace tools have dependency
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@ 'Every level has tools (workplace/group/buddy)

| | | |
Tools in Do : Workplace : Group : Buddy : Dependency

———————— F—_——_——————r e
HR . | | |
________ S O S [ S
Leave : ° : : : HR
S S S N
| | | |
Leave Pro | ° I I I HR
| | | |
________ r-r—-———™—™"F~—~F"~"F~ " ~"""""F""""™~""~T~T~F~T~"~"~~—""~"—~~—""~— T~ "“""~"""/""7/"™"7/"™T—
Expenses | ° | | | HR
| | | |
________ -——--t-------+-----—------t—-—--—-——_—— =
Attendance : ° : : : HR
———————— F—_——_——————r e
Approvals : ° : : : HR
________ S O S [ S
Conf. Rm. : ° : : :
| | | |
———————— -—_——————t—_—_—_—,e—,e—e—e—r——_—, e e ——— e —
| | | |
CRM | ° | | |
| | | |
________ e e I
Phonebook | ° | ° I . I
[Cashbook | : : :
We Buy/IOU | ° | ° | |
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Activate tools and manage tool roles

Set different tool roles for different members

Manage leave or expense requests easily
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/@ 'Activate tools and manage tool roles

Workplace/group/bu
ddy all have a set of
tools, click Do to
find out

—-—

Workplace Do Group Group or buddy Do
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!Activate tools and manage tool roles

Select a tool to use in this workplace -

© 0 0 0

Wall Chat Notes Tasks
D O
Events Albums Files Polls

HR Attendance  Expenses Conf. Rm

- Tool Box Workplace Settings

QO

7N\
—

Tool Box

[ICEYCE)  Apply for leave should be a

@ Expenses

. N\

ol Box

[Demo Inc]

Available Activated

HR

Using mobile apps to
organize a company's daily
operations can be a hassle...

Activated

Leave

breeze. It would be much
easier to apply leave using, o

Leave Pro

To be able to apply for leave Apply

in less than 10 seconds on
your mobile when you reall...

Conf. Rm

Activated

Conference room
management is crucial for a
business because in a wor...

Activated

Being
friendly and a firm believer Manage

in simplified processes, ou...

7\
~—

Available > Activate

eaves

Available Activated

HR
Role: HR Staff

Leave

Role: Employee

Conf. Rm
Role: Tool Admin

Expenses

Role: Accounting

Attendance
Role: HR Staff

7\
—

> @000

Manage
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G 'Activate tools and manage tool roles

S—
/ . . ; . \
. | \

. { . —_—
Leave Leave
] 6 [Dsme kel
Activate This Tool o

A
] Activate This Tool o
This is a simple leave management tool for apply and

This is a simple leave management tool for apply and
approve leave requests. approve leave requests.

Manage All Member=Qles >

Manage Roles

y
|
|
|

Select A Role Manage All Member Roles > i

Employee Manage Roles ‘

Employee 4 >

HR Staff

Employee 3>

Can apply for leave, view personal previous leave
records, and see daily leave overview of the entire No Role
workplace. Managers can approve leave requests.

Can apply for leave, view personal previous leave
records, and see daily leave overview of the entire
workplace. Managers can approve leave requests.

Cancel C"ka to check all
1

’
HR Staff 0> HR Staff embers’ roles
Can apply for leave, view personal previous leave
records, see daily leave overview of the entire workplace
and change settings.

Can apply for leave, view personal previous leave
records, see daily leave overview of the entire workplage
and change settings.

No Role 0> No Role 0>

Not able to access this tool. Not able to access this tool.

N —/ —

5 Manage All Member Roles OGChoose new role > Change 07 Done!
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Change privacy settings

Workplace/group have privacy settings

Read carefully before changing privacy settings
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/@ 'Change privacy settings

] 5@@ Workplace Settings

I Workplace/group

have different
privacy settings

Demo Inc. >

SL Roster (4) S8 Public Groups (5)

Starred Groups e®Buddies
-'*l_ HR Departm
W
nbers - om» o=
®

ccccc

o,

Workplace Workplace Settings Grou p Group Settings
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'Change privacy settings

& Workplace Settings
]

[DemoInc.

Member Join Log
Blocked Members

Workplace Profile

Workplace Info
Workplace Binding
Workplace QR Code
Privacy

Manage Woi

Manage Admin
Tool Box
Workplace Notifications

Advanced

~

7N\
—/

02

Privacy

.

Who Can Invite Members

Owner and Admin

This workplace only allows owner and admins to
invite others to join.

Everyone

Everyone in this workplace can invite others to join.
Who Can Post

Owner and Admin
This workplace only allows owner and admins to

create new posts and items. (Does not apply to
groups)

Everyone

Everyone.in this workplace can create new posts and
items:

~

[

7\
~—

a

OR

4 : N
[ ) ——
Privacy
[HR Department ]

Public/Private

Turning this on means the group can
be searched and found by non- o
members within the workplace.

Auto Accept

QR Code and Invite Link
Using QR code or invite link to join, the request will be

accepted automatically, other types will require
approval.

All

All types of join request will be accepted
automatically.

&

Who Can Invite Members

Owner and Admin

This group only allows owner and admins to invite
others to join.

Everyone

Everyone in this group can invite others to join.

7\
—

Workplace Privacy Settings 03b Group Privacy Settings
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Create items (six basic tools)

Workplace/group/buddy all have
Six basic tools

Enhance communication

Use + button to create items
quickly
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@3 Use + button to create items quickly

S—

L] L] L]
(] o L]
o! N\
1 Search
WorkDo Demo Inc. ° |

MLILHIETE All members can view

Starred Groups Buddies

Q Accounting

Sales Team

2 S
1 + 02 Choose tool 03 Choose where

0
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‘ © Join a groupl

EE Tue 20171114

teamwork!

Add Subtask

] @ All Members

Edit Assignee

% Join a group and start enhancing

(]

(\)al

04 Fill out fields > Post

'Use + button to create items quickly

Wall Tasks Events Polls

Search
Jackie [ WorkDo Demo Inc. ] (|
asl
2 hours ago —

Prepare new items

@ Tue, 2017-11-28

W Like P8 commey
ﬂ Jackie [ WorkDo Demo Inc. ]
(Task

7\
~—7

05 View in Dashboard Wall

@Jackie Only tasks,
_ ve ts, and polls

D ": hboard Wall
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View posted items

View posted items in
workplace/group/buddy wall
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<

O 1 a Click workplace image

OR

Starred Groups

.h' . HR Department
W Y

glfrmt n Hub

o

O 1 b Click group

DN

OR

"View posted items: workplace/group/buddy

Click buddy
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D 'View posted items: Notes

~—

] & Demolnc.

Workplace S

’ Wall Chat Notes @ ! ‘ Select a tool to use in this workplace
'
Search 1 e ® Q
Jackie ("Note | || | Wall Chat Not Tasks
i {4
2 mins ago
24
Let's enhance teamwork and increase o
efficiency with WorkDo! | Events Albums Files Polls
D WorkDo OR @ ’
) hitps://portal.workdo.co
IR n-0ne Workplace Teamwork Tools | HR Leave Expenses  Conf.Rm
Tool Box Workplace Settings
2Likes 2 Comments 1 Read
. Like Comment
—/ —/

028 Wall > Scroll up/down 02b Do > Choose Notes
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"View posted items: Notes

-

V4
“/
[

. N\

] € Note Detail

|
|

038 Click to enter note detail

Jackie [ Demo Inc. |
2017-10-1219:24
Ilove WorkDo!

It helps me to do work faster and have more free time
to do other things!

WorkDo
www.workdo.co

in-One Workplace Teamwork Tools

1Like 2 Comments
. Like Comment
o Jackie Just Now
Me too!
Enter comment Q

€ Note Detail

1Like 2 Comments

¥ Like

0 Jackie
Me too!

www.workdo.co

www.workdo.co

Work zash;

WorkDo

All-In-One Workplace Teamwork Tools

S
Y
D ta
Wo (o) C
Shart! p
1 min ago

o Jackie

Let's enhance teamwork together!

Enter comment

Comment

1 min ago

e

me steps to
ew posted
ks, events,
lls, albums
and files

TN
—/

03b

7\
~—7

Like/Comment
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Oops, | made a mistake, need to fix it
Don’t worry

Back to the steps on previous
slides to enter detall

Edit, delete, discard, close, remind,
share, forward and help
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/@ 'Edit posted items: Events

] € Event Detail

||||| arm n Diﬁerent basic
tools have

different action
buttons in More

5 v 2%
S SETHN
S 22
nter commen
- ~—/

04 More button 05 Action buttons
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My Shelf

A private place to keep every
personal item

Notes/Tasks/Events/Albums

Keep everything organized
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0 My Shelf

(

. .
/ \
(] [ e —
= Demo Inc. Q AN | B My Shelf ® A
A
P G‘ Notes Tasks Events Albums
w Jackie > _
- 1 \wt— Just Now
] Download WorkDo
My Upcoming | o
See allftems related toyou thatare Downioad
happening in the next few days https:/portal.workdo.co/en/download)
| mm— (0S Requires:i0S 9.0 or later.Compatible with iPhy
~ My Shelf ¥ Like B8 Ccomment TTTTTT
m Organize your life and e portant > |
things for your eyes onlfl O . change tabs and
| :% Jackie
‘ &L 2mins ago click create new
My QR Code S WorkDo blog! items
App Settings > s://portal workdo.co/en/blog,
| AllIn-One Workplace Teamwork Tools
Accounts >
¥ Like @8 Comment
== ° e Tools Intro > :% Jackie —
‘ sss + x H-g ® Py &% 2 mins ago 3 i
Workplace Dashboard Chats /s\llore Workplace  Dashboard Chats. More What are some of the WorkDo features? O
N k N/ N

A
O 1 More 02 My Shelf 03 Stay organized
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