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COMPANY DETAILS

Customize your company profile, permissions, and security preferences.

Company Branding

1. Go to Settings, and under Organization Settings, click Company Details

[
u Options X »1
B Files
@ Enable Dark Mode

@ Enable Fully Featured

< Help/About

£3 Settings

G Log out

Download Desktop App

2. Enter your company name and add a phone number

& Account Settings

Company Details

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

Company Information

PERSONAL SETTINGS

Add or update your company contact.

Company Name Email Domait Phone Number

Workstorm 565-672-9087

2 Profile
& Security
T Accounts
Company Permissions
Manage company based permissions.
APP SETTINGS
o Display

A Notifications

@ Video Conferencing

ORGANIZATION SETTINGS
B
 Divisions
e Users

— Intanratiane

G Log Out

External Collaboration
@D External collaboration is enabled

This permission allows messaging and video conferencing with users outside your company.

Message Export
@D Message export is enabled

to their focal

This permission allows users to export from

Connection Links
@D Invitation links are enabled

This permission allows users to create links to invite people to connect with them on Workstorm. External collaboration needs to
be enabled to use connect links.

New Members View
New internal members start with essential view

Set whether new internal members to your company default to the fully featured or essential view of Workstorm.

Copyright © 2024 helpdesk.workstorm.com
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3. Upload a company logo to be displayed in the top-left corner of your Workstorm

‘9, Account Settings Company Deta“s X

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

Warning: You must enable Two Factor Authentication for yourself before you can require it for the whole

company.
PERSONAL SETTINGS Please click here to enable TOTP Authentication for yourself.
: Please click here to enable SMS Authentication for yourself.
2 Profile
@ Security Two Factor Authentication
Two factor authent ot
T Accounts
APP SETTINGS
© Display

A Notifications
Logo
@ Video Conferencing Upload a company logo to be displayed
in Workstorm.

Transparent png images are supported. You can

ORGANIZATION SETTINGS

# Company Detalls

 Divisions Delete Uploaded Logo Wo R KSTO R M-’“

e Users

resize the image boundaries to fit the size of

your logo. @

i ArtnirabAne - Zoom %

> Log Out

External Collaboration Settings

Toggle on External Collaboration to allow members of your company to invite and collaborate with external guests.

& Account Settings Company Details X

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

Company Information Company Name Email Domains Phone Number
Add or update your company contact.
PERSONAL SETTINGS Workstorm 555-672-9087
2 Profile
@& Security
T Accounts
Company Permissions External Collaboration
Manage company based permissions. @D External collaboration is enabled
APP SETTINGS This ission allows and video with users outside your company.
© Display Message Export
& Notifications @D Message export is enabled
@ Video Conferencing This permission allows users to export from ion to their local

Connection Links

ORGANIZATION SETTINGS
This permission allows users to create links to invite people to connect with them on Workstorm. External collaboration needs to

# Company Detal be enabled to use connect links.

4 Divici

@D Invitation links are enabled
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Message Exporting

Toggle on to Message Exporting to allow members of your company to download message data from their
conversations.

‘?, Account Settings Compa ny Deta“s X

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

Company Information Company Name D Phone Number

Add or update your company contact.

PERSONAL SETTINGS Workstorm 12storag a9-4 565-672-9087
2 Profile
@& Security
T Accounts
Company Permissions External Collaboration
Manage company based permissions. @D External collaboration is enabled
APP SETTINGS This allows and video with users outside your company.
© Display Message Export
A Notifications @ Message export is enabled
@ Video Conferencing This permission allows users to export messages from conversation to their local computers.

Connection Links

ORGANIZATION SETTINGS

@D Invitation links are enabled

This permission allows users to create links to invite people to connect with them on Workstorm. External collaboration needs to
be enabled to use connect links.

Connection Links

Toggle on Connection Links to allow members of your company to use connect links to invite people to the platform.

NOTE: External collaboration needs to be enabled to use connect links.

& Account Settings

Company Details

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

Company Information Company Name Email Dor Phone Number
Add or update your company contact.
PERSONAL SETTINGS Workstorm 84c522a9-4% 565-672-9087
2 Profile
& Security
T Accounts
Company Permissions External Collaboration
Manage company based permissions. @D External collaboration is enabled
APP SETTINGS This permission allows messaging and video conferencing with users outside your company.
© Display Message Export
4 Notifications @ Message export is enabled
@ Video Conferencing This permission allows users to export from c: ion to their local

Connection Links

ORGANIZATION SETTINGS

@D Invitation links are enabled

This permission allows users to create links to invite people to connect with them on Workstorm. Externol collaboration needs to
be enabled to use connect links.
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New Member View

Toggle on New Member View to make new internal members default to fully featured view, which adds more features like
Workspaces and Email to the left sidebar. To have members of your company default to essential view, which simplifies
the left sidebar to Messages, Connections, Meetings, Files and Calendar.

& Account Settings Com pany Details X

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

1S PENTISSION UHOWS USETS (0 €XPOIL MESSUYES IOIT CONVEISTUON 1O UIRI 10CUI COmpULers,

Connection Links

—_— @ Invitation links are enabled
APP SETTINGS This permission allows users to create links to invite people to connect with them on Workstorm. External collaboration needs to

be enabled to use connect links.
@ Display

A Notifications New Members View

@ Video Conferencing @D New internal members start with fully featured view

Set whether new internal members to your company default to the fully featured or essential view of Workstorm.

ORGANIZATION SETTINGS

=

Password Expiration Policy

This permission forces users to change their password ofter a set number of days.

J Days

 Divisions

0
e Users

% Integrations

Session Timeouts
® Apps After being inactive for this number of hours, a user will be required to re-login

Ja Analytics Use Custom Timeouts

£ Plan & Payment Desktop Timeout Settings Mobile Timeout Settings

¥

3> Log Out

Password Expiration Policy

Use the provided input to set a password expiration policy for all members. Set the number of days until member
passwords will expire and will need to be reset.

Password Expiration Policy

ORGANIZATION SETTINGS This permission forces users to change their password after a set number of days.

{' 9 Days
« Divisions 100 ¥ 4
e Users
= Integrations Session Timeouts
® Apps After being inactive for this number of hours, a user will be required to re-login
M Analytics Use Custom Timeouts

B Plan & Payment Desktop Timeout Settings Mobile Timeout Settings

7
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Session Timeouts

For both Desktop and Mobile, set a time duration in hours or days for how long the user can stay inactive before being
logged out. Customize Desktop and Mobile timeout settings separately, or check the box to make them the same.

Session Timeouts
— After being inactive for this number of hours, a user will be required to re-login

ORGANIZATION SETTINGS
¥ Use Custom Timeouts

N Desktop Timeout Settings Mobile Timeout Settings
#:Divislons Timeout Duration Time Formatting Timeout Duration Time Formatting
e Users
1 Days v 30 Days v
= Integrations
® Apps Desktop and Mobile use the same logout duration

Ma Analytics T

B3 Plan & Payment

Two Factor Authentication (2FA)
Before enabling 2FA for the company, you must first enable it for yourself.

1. Choose between TOTP (using the Google Authenticator app) or SMS authentication (receiving a text message)

ORGANIZATION SETTINGS Warning: You must enable Two Factor Authentication for yourself before you can require it for the whole
p company.
o Please to enable TOTP Authentication for yourself.
& Divisions
Please to enable SMS Authentication for yourself.
e Users

= Integrations
® Apps
M Analytics

B Plan & Payment

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

ORGANIZATION SETTINGS
¥ Two Factor Authentication
@D Two factor authentication is required

 Divisions
This permission controls the use of two factor authentication across the whole company.

e Users 2 . s
@D Recovery by one-time code is allowed

= Integrations
@D Recovery by email is allowed

® Apps
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USERS

Company Admins can invite new internal members on an individual basis or in bulk. Once invited, new members will
receive an email invitation to join the company from support@workstorm.com.

Inviting Internal Members

1. Go to Settings, and under Organization Settings, click Users
2. Click the green New User button

3. Type the person’s email address and name

4. Click Send Invite to issue an email invitation

NOTE: If someone is invited individually from within the Users settings menu, they will be added as an internal company
member.

ﬁ Account Settings X
g Users
Add or update users for your company.
User Information —
Invite a single user or upload a list of Select All - Action - v Filtor
PERSONAL SETTINGS users.
2 Profile
There are 139 users
@& Security
T Accounts
John Doe User Status
I V Fil £
@ Upload GSV Fila jdoe@companyabc.com Pending
APP SETTINGS o Download Template Email address (required) First name (required) Last name (required)
o Display jdoe@companyabc.comv’  joun v Doe v

4 Notifications

@ Video Conferencing
Cancel

ORGANIZATION SETTINGS

& il > AA User Status
o

A Sompany,etalls testing1234678@12storage.com Blocked

Tester Account User Status

scoutaheadtester@gmail.com Blocked

G Log Out

There is also an option to invite members in bulk:

1. Click Download Template to download a formatted spreadsheet
2. In the spreadsheet, enter the details of the colleagues you wish to add to your company
3. Save the file in CSV format, then click Upload CSV File and upload the file

Copyright © 2024 helpdesk.workstorm.com
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& Account Settings

PERSONAL SETTINGS
2 Profile
@& Security

T Accounts

APP SETTINGS
© Display
a Notifications

@ Video Conferencing

ORGANIZATION SETTINGS

# Company Details

# Divisions

Users

Add or update users for your company.

User Information

Invite a single user or upload a list of
users.

@ Upload CSV File I
o Download Template I

- Action - v

Jennifer Conway
fevigoh@banit.me

Clay Curlee

User Status

Full Member

User Status

clay.curlee@cbre-314fdbf4-b692-4825-956d-78... Blocked

Jay Cutler

vopi@banit.me

Pam Davis

testing12345@12storage.com

Kathi DelLaPena
kdelapena@workstorm.com

Jeff Dillon

idillon@workstorm.com

User Status
Invited

User Status

Full Member

User Status

External

User Status

External

Filtor

Managing Invites

At the top of your screen, use the search users bar to find a colleague with an outstanding invitation. To see all

outstanding invitations, use the filter option to select /nvited. Click the dropdown arrow to the left of the colleague’s name.

Then, choose to Rescind or Resend the invitation.

User Information

© Upload CSV File

o Download Template

Invite a single user or upload a list of Select All - Action - v Kileyl
users.
SR Naw Lnet: There are 1 users
Invited x

Kiley Pearson
japybox@banit.me|

April 8,2019 No

TOTP Auth

Invited

SMS Auth

No

Rescind Invite

Resend Invite

Filters

User§

Invit User Status
Full Members
# Invited
it (1 Pending
External
Blocked
vt 1 Admin
Compliance Moderators
Global Folder Admins

User S

Invit Multi Factor Authentication
Any MFA
TOTP MFA

Copyright © 2024 helpdesk.workstorm.com
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Managing Members

Look up users in the search bar at the top-right. Use the filter menu to sort members by their status in the company, such

as Full Members, External, Blocked or Admin.

& Account Settings Users

Add or update users for your company.

User Information

Invite a single user or upload a list of Select All -- Action - v
PERSONAL SETTINGS users.
2 Profile
4+ New User There are 39 users
@& Security
Full Members x Admin x
T Accounts
@ Upload CSV File
> Craig Andrews
gapeluwu@banit.me
APP SETTINGS o Download Template
© Display
Marco Barnes
4 Notifications }

hexedo6007@tibui.com
@ Video Conferencing

Andrew Christensen
andrewscoutahead@gmail.com

- >

ORGANIZATION SETTINGS

# Company Details
Jennifer Conway

4 Divisions 1 . ;
fevigoh@banit.me

~ Intanratiane

> Pam Davis
G Log Out testing12345@12storage.com

=

Filters x

User Status
Full Members
Invited
Pending
External
Blocked
Admin
Compliance Moderators
Global Folder Admins

Multi Factor Authentication
Any MFA
TOTP MFA
SMS MFA
Reset requested
No MFA

Click the dropdown arrow to the left of the user's name to see more information, as well as grant or remove Admin

privileges.

§ Account Settings Users

Add or update users for your company.

User Information

Invite a single user or upload a list of Select All - Action - v
PERSONAL SETTINGS Ry
1 Profile
+ New User There are 39 users
& Security
Full Members x Admin x
T Accounts

@ Upload CSV File
Craig Andrews
— gapeluwu@banit.me
APP SETTINGS o Download Template
o Display Joined TOTP Auth
March 15, 2019 No
4 Notifications

a Video Conferencing User Permissions

(B Compliance (O Global Folders Admin

ORGANIZATION SETTINGS
# Company Details
& Divisions
Marco Barnes
> sl
hexedo6007@tibui.com
= Integrations

® Apps
Andrew Christensen

Ja Analytics ’ andrewscoutahead@gmail.com

G Log Out
» Jennifer Conway

Filter

User Status

Full Member

SMS Auth
No

Block Craig

User Status

Full Member

User Status

Full Member

User Status

Copyright © 2024 helpdesk.workstorm.com
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Click Block to bar a member from accessing the company’s Workstorm.

biist of Select Al — Action —

There are 39 users

Full Members x Admin x

pte

Joined

March 15, 2019

User Permissions

@D Admin O Compli

Marco Barnes

Craig Andrews
gapeluwu@banit.

me

TOTP Auth

No

iance (O Global Folders Admin

4 hexedo6007@tibui.com

Full Member

SMS Auth

No

Block Craig

User Status
Full Member

Company Admins can review the members that have 2FA enabled and which 2FA method they are using (SMS or TOTP).
Use the top right filter menu to sort by 2FA status such as TOTP, SMS or Reset Requested.

& Account Settings

PERSONAL SETTINGS
1 Profile
@ Security

T Accounts

APP SETTINGS
o Display
A Notifications

®m Video Conferencing

ORGANIZATION SETTINGS

& Company Details

& Divisions

% Integrations
® Apps

M Analytics

G Log Out

Users

Add or update users for your company.

User Information

Invite a single user or upload a list of
users.

+ New User
@ Upload CSV File

o Download Template

Select All —Action - Vv

There are 1 users

Any MFA x

WORKSTORM TEST

user3@buzzcol.com

Joined TOTP Auth

August 30, 2022 No

User Permissions

B Admin (I Compliance (I Global Folders Admin

User
Full

SMS Au
Yes

=

Filters %

User Status
Full Members
Invited
Pending
External
Blocked
Admin
Compliance Moderators
Global Folder Admins

Multi Factor Authentication
Any MFA

TOTP MFA

SMS MFA

Reset requested

No MFA

Copyright © 2024 helpdesk.workstorm.com
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If a member requests to reset their 2FA, click Reset MFA.

NOTE: Only Company Admins can reset 2FA.

Select All - Action -
There are 1 users
Reset requested x
Joyce Rose User Statc
testerd.zhang@hotmail.com Full Member
December 12, 2016 No Yes

User Permissions

@B Admin QB Compliance (B Global Folders Admin

Reset MFA Clear Reset MFA Block Joyce

DIVISIONS

Create Divisions for your company to send one-way Announcements to select groups of members. Divisions may mirror a

company’s departments, offices, or geographies, and are created by the Company Admin.

Creating Divisions

1. Go to Settings, and under Organization Settings, click Divisions

2. Click the green + New Division and enter a name

3. Search for members to add to the Division using the Add Member input, then click the green Add button
4. Grant Division Admin privileges by clicking the Admin toggle below the member’'s name

NOTE: Division Admins can send one-way messages in their respective Division Channels, while Company Admins can
send messages in all Divisions and do not need to be a division admin to do so.

5. To remove members from a Division, click the ellipsis to the right of an existing member’'s name and select

Remove User
6. Click the green Create Division button

Copyright © 2024 helpdesk.workstorm.com
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§ Account Settings Divisions 5

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

Select All

- Action -- v
PERSONAL SETTINGS
Profil
R w Chicago Office
@ Security
T Accounts Division Name (required)
Chicago Office
APP SETTINGS
o Display Division Members
A Notifications Add Member

®m Video Conferencing

ORGANIZATION SETTINGS

£ Integrations

g Marco Barnes E
® Apps

ﬁ Grace Evans :
Ja Analytics @) Admin

G Log Out

Managing Divisions

If you want to make changes to an existing Division’s name, members and/or admins, click the dropdown arrow to the left
of that division name.

§ Account Settings Divisions 52

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

Select All New
- Action - ot Division
PERSONAL SETTINGS
Profil

2 Frofle ) Atlanta Office

@ Security

T Accounts

E Business Development
— Division Name (required)
APP SETTINGS
Business Development
© Display

A Notifications

= Video Conferencing Division Members

Add Member

ORGANIZATION SETTINGS
# Company Details
e Users

= Integrations

ﬁ Marco Barnes :
® Apps ©) Admin
 Analytics
ﬁ Grace Evans :
G Log Out

14
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To delete a Division, by check the box to its left. Then, click the Action dropdown menu at the top of your screen and

select Delete.

& Account Settings

PERSONAL SETTINGS
2 Profile
@& Security

T Accounts

APP SETTINGS
© Display
4 Notifications

@ Video Conferencing

ORGANIZATION SETTINGS
# Company Details

["‘;
&
e Users

— Intanratiane

G Log Out

Divisions

Add or update divisions for your company. This feature

Select All

v -- Action --
Delete

Atlanta Office

Business Development

Chairman Announcements

Chicago Brokerage

is used for sending announcements to select groups of users.

H
e
v

Chicago Office

Human Resources

IT Updates and Deployments

Marketing & Research

ANNOUNCEMENTS

Announcements enable company leadership to send one-way messages and files company wide.

Company Announcements

Click on the Messages icon from the left sidebar. Then, select the Announcements tab at the top of the Messages

sidebar. Under Company, select the Announcement Channel. Then, send a message and/or files to all internal members

of your company.

Copyright © 2024 helpdesk.workstorm.com
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o L J
® T e
« 2 & o
W®RKSTORM B ) s
* Demo % Andy Richmond Email 3 Calendar m Files 2 More...
G < Messages +Add ¥ Workstorm
Y Y T &V Joe smithe -
Al L
New - e 1 ¥ Congrats to everyone that worked on the Acme account. Great win for us all! Files
= ©® AZ ®Recent  Sorting Preferences (3 o
Feb 14th, 2018 - 8:54 am Settings
Messages @ Tom Thompsone
”
| want to thank everyone that work on the xyz account. It was a great win! .
|3 COMPANY Beprt
Files Wo Mar 23rd, 2018 - 12:04 pm
@ Tom Thompsone
ANNOUNCEMENTS .
D Please read and sign this new NDA
Calendar 4 Atlanta Office
" Jan 7th, 2019 - 11:10 am
4 B Devel it 2
usiness Developmen B Robeit Jaciaon
Erisil 4 Chairman Announcements Bickers & Bickers is pleased to announce Jim Simpson has been named its newest partner, effective from January 1st, 2019. The
. promotion strengthens one of the firm’s core practice areas, employment law, and adds further depth to the firm's offering. Jim
o  Chicago Brokerage has been with the firm since 2011 and already has a wealth of experience to help move the firm towards its stated objectives.
axa Please all give Jim a well deserved congratulations.
4 Chicago Office
Workspaces
® 4 Human Resources Feb 27th, 2020 - 9:16 am
[e) » Robert Jackson
(mo ] 4 IT Updates and Deployments
Connections Congrats to and the ACME team. They are working on a very strategic transaction and I'm sure we'll impress the
& Marketing & Research client.
4 New York Office
@ Mes: Q Search mmFiles
4 Onboarding Materials "
3 ¥ Send
vse 4 Operations Team
@ Dress E i @ message
More 4 Practice Announcements e 2 @ a o G messa

Division Announcements

Below the Announcements header, select a Division to send a message and/or files to all members of the division.

L
W®RKSTORM B &
* Demo % Andy Richmond = Email (3 Calendar m Files 2 More...
0 < Messages +Aadd  Business Development
Jan 23rd, 2019 - 3:36 pm
® L] @ ® 2] =
New Al - 290 . = " Joyce Roseo Fhia
We have a new member of the team joining this week. Give a warm welcome to , our new manager of the
® Az ® recent Sorting Preferences {3 b o
’ business development team!
Settings
Messages
‘9 Jan 23rd, 2019 - 3:38 pm =
(] COMPANY » Robert Jackson Export
Happy to have you on board !
Files # Workstorm
m ANNOUNCEMENTS f_‘ Feb 1ith, 2020 - 2:47 pm
iy
Joyce Rose o
4 Atlanta Office
Colaces 247pm Reshared File:
4 Chairman Announcements
Emalil
4 Chicago Brokerage Workstorm for Professional Services.pdf
::: = 860.18 KB - 02/11/2020 2:47 pm
& Chicago Office
Workspaces
4 Human Resources
o M
= 4 IT Updates and Deployments
Connections © Download (2 Share  © View
& Marketing & Research
4 New York Office .
@ Mes! Q Search mmFiles
+ Onboarding Materials g
¥/ Send
vse | 4 Operations Team
More # Practice Announcements © s e a Fress B d amessage
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INTEGRATIONS

Add or update inbound and outbound API Integrations for your company. An AP/ Integration allows you to connect
Workstorm to other applications, like Zapier, for example.

To manage your integrations, go to Settings, and under Organization Settings, click Integrations.

& Account Settings . X
’ Integrations
Add or update AP int ons for your company. An API integration allows you to connect Workstorm to other applications.
Inbound Outbound
PERSONAL SETTINGS Select All
- Action - Vv
2 Profile
asscurty B Interruption Articl
T Accounts D INSURANCE NEWS INTEGRATION
el gaton ek
’ GMAIL INTEGRATION
APP SETTINGS
o Displa)
Riey Marketing App Integration
& Notifications P NEW APP CONNECTION

®m Video Conferencing

Project Team XYZ

’ UPDATES ON XYZ ACCOUNT

ORGANIZATION SETTINGS
» Signed Agreement Z:

ap
& Company Details SIGNED AGREEMENT ZAP

& Divisions

Zap For Contracts
’ ZAPIER INTEGRATION FOR ESIGNATURE VIA RIGHTSIGNATURE

® Apps Zapler Integration XYZ
’ AN INTEGRATION TO PULL IN A TWITTER FEED.
M Analytics

G Log Out
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APPS

Enable or disable apps that are integrated with your company out-of-the-box.

Document Management Systems (DMS)

To manage your apps, go to Settings, and under Organization Settings, click Apps.

By default, iManage, Dropbox, and Box functionality are disabled for the company. Click Enable Integration to
individually enable each DMS for the company. Once enabled, members can login to their integrated DMS accounts and
view or share their files directly in Workstorm.

& Account Settings X

Apps

Enable and disable current apps that are integrated with your company's Workstorm account. Please contact your Workstorm Account Rep if you would
like to discuss adding additional apps.

iManage Integration

© Display
o Connect Workstorm with your iManage account to access your Workspaces, files and content related to Enable Integration
& Notifications iManage your ongoing Matters.

@& Video Conferencing

Dropbox Integration

?I
£
:

—_— :’: Connect Workstorm with your Dropbox account to access your stored files and share them with your
ORGANIZATION SETTINGS colleagues;
# Company Details
4 Divisions m Box Integration
x Connect Workstorm with your Box.com account to access your stored files and share them with your Enable Integration
@ Users colleagues. v

= Integrations

Workstorm Email Integration Feature {ZI%0

Enable or disable access to email in your O365 integration

Ju Analytics

Messages (@) Jul 23rd, 2020 - 9:51am
*"  Joyce Roseo < Files
(] Check this out. 9
Upload X
v » mm Workstorm
& OneDrive Project Falcon Diligence Findings.doc
58,00 KB - 07/23/2020 9:51 am Q Bm Box.com
& Google Drive @
33 Dropbox Messages [ ] DFOpbOX
2 Share  © View
4 box Mm iManage
| )
) iManage » B OneDrive
les
W®RKSTORM leams:y = f
M Google Drive
Upload from Desktop Search mFiles m
T Calendar
More e ¢ e
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Google Workspace

By default, Google Workspace is disabled for the company. Click Enable Integration to unlock Google Calendar and

Drive functionality.

@ Display

A Notifications le Worl : Calendar and Google Drive

ﬁ g
c Create and share calendar events, view your daily, weekly and monthly schedule and upload and re-
.

@& Video Conferencing
share Google Drive files with Workstorm's Google Workspace integration

Messages @y Jul 23rd, 2020 - 9:51am <
©" Joyce Roseo Ei
il
(] Check this out. Q es
Upload X
New » mm Workstorm
& OneDrive Project Falcon Diligence Findings.doc
- 58.00 KB - 07/23/2020 9:51 am Q () Box.com
=
23 Dropbox Messages [ ] Dl’OpbOX
2 Share  © View
4 box s iManage
: 51am .
e £ M OneDrive
lies
| W®RKSTORM  Sommy.sharepointcom/w/g/personalbsteams workstorm ¢ R
oogle Drive
Upload from Desktop Search mFiles D
. Calendar
More © " @

e < Calendar

New Jul 2024

@ 0 Sun Mon Tue Wed Thu Fri Sat

Messages 1 2 3 4 5 6
7, 8 9 10 1 122 13

O
Files 17 18 19 20

14 15 16
m 21923 24 25 26 27

Calendar 28 29 30 3

Emall c‘
Add Google Calendar
Workspaces Click to Sign In
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Office 365

By default, Outlook 365 is enabled for the company. Click Disable Integration to remove access to Email, Calendar and
OneDrive functionality.

FCOMpPaTy DetET
 Divisions

e Users

gle Workspace: Calendar and gle Drive 11T

Create and share calendar events, view your daily, weekly and monthly schedule and upload and re-
share Google Drive files with Workstorm's Google Workspace integration

= Integrations

Ju Analytics

Disable Integration

Plan & Payment . 5 §
2 V! Access your inbox, compose new emails, create and share events, view your daily, weekly and monthly

schedule and upload and re-share OneDrive files with Workstorm's Office 365 integration. Disable Integration

COMPLIANCE SETTINGS

n Outlook 365: Email, Calendar and OneDrive [ZIT7)
0000,

Microsoft Outlook Add-in Erssied

Dan

Messages @y Jul 23rd, 2020 - 9:51am
©  Joyce Roseo

_ a < Files
Check this out.
X

Workstorm
New > = (o]
_ Project Falcon Diligence Findings.doc
neDrive
- 58,00 KB - 07/23/2020 9:51 am Q [ ] Box.com
& Google Drive @

33 Dropbox Messages ®m Dropbox
2 Share © View
W box ®m iManage
51am .
e M OneDrive
Files
W®RKSTORM  fommysharspointeom/vi/o {hstenme: workstomm: :
@ Google Drive
=
-

- Calendar

Customize Email

By default, Email is enabled as part of the Office 365 integration. Click Disable Integration to remove access to Office
365 email for the company.

ot Connect Workstorm with your Box.com account to access your stored files and share them with your Disable Integration
colleagues.

ORGANIZATION SETTINGS

# Company Details Workstorm Email Integration Feature [ZXTT0

4 Divisions Enable or disable access to email in your O365 integration

Disable Integration
e Users

= Integrations
0000~ Workstorm Calendar Integration Feature
_ Enable or disable access to calendar in your Google and 0365 integrations

Disable Integration
i Analytics

20
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Customize Calendar

By default, Calendar is enabled as part of the Google and Office 365 integrations. Click Disable Integration to remove
access to Google and Outlook Calendars for the company.

# Company Details
 Divisions

e Users

=

Workstorm Email Integration Feature 7770

Enable or disable access to email in your O365 integration
Disable Integration

= Integrations

4 Analytics

Latatal
@;E -

Workstorm Calendar Integration Feature 51T

Enable or disable access to calendar in your Google and 0365 integrations " .
Disable Integration

B Plan & Payment

P d

Google Workspace: Calendar and le Drive 51

9

Outlook Add-in

By default, the Outlook Add-in is disabled for the company. Click Enable Integration to allow the company to use the
Outlook Add-in for Workstorm. The add-in allows members to attach Workstorm Video Conference links to their events in
the Outlook app. Company members will need the provided serial number when logging into the add-in in the Outlook

app.
T OTVISTOTT
e Users

% Integrations

Ja Analytics

SD2n gD

Microsoft Outlook Add-in
Add secure Workstorm video conference links and dial-in info to events in Outlook.

Microsoft Outlook Add-in s

Outlook Serial Number

Add secure Workstorm video conference links and dial-in info to events in Outlook.

Giphys

By default, Giphy is enabled for the company. Click Disable Integration to disable Giphys in messaging for the company.

M Analytics

B3 Plan & Payment

COMPLIANCE SETTINGS

GIPHY

Giphy Integration

Spice up your messages by sharing short video messages with your colleagues.
P 124 9 i4 9 9 ¥ 9 Disable Integration

21
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ANALYTICS

1. Go to Settings, and under Organization Settings, click Analytics
Choose a data type, such as Messages, Video Conference minutes or Upload Size (total amount of files uploaded
in MB)
3. Choose your time interval in days, weeks or months
4. Choose a date range to view the customized dataset
5. Click the green Apply button to view the company’s collaboration statistics
§, Account Settings Ana Iytics >4
Graph Data
© Display
& Notifications Messages v Week v Last 6 Months v
& Video Conferencing Data type Interval Date Range
LR S
140
ORGANIZATION SETTINGS ““
# Company Details 120 ‘v‘
03 Jun |
4 Divisions o 100 ° \
m Users 100 : lessages: “ “
= Integrations “\ “‘ \‘ \
® Apps a 80 \‘ “
\ | § | . \
B Plan & Payment 60 | | |
40 | |
COMPLIANCE SETTINGS \ \‘
@ Retention Policy % |
> Log Out g
& Account Settings Analytics X
M tor data usage v ¢
40 - | \ |
© Display “ { “ | “‘ ‘\
& Notifications 20 | ‘ ‘
& Video Conferencing
o
01 Feb 01 Mar 01 Apr 01 May 01 Jun 01 Jul
ORGANIZATION SETTINGS Dete
& Company Details STATISTICS SINCE JAN 7TH
4 Divislons MESSAGES VIDEO CONFERENCE
1163 208
= Integrations
i CURRENT STATISTICS
< 2 y MEMBERS EXTERNAL MEMBERS STORAGE (GB)
B Plan & Payment
°
;MPLIANCE SETTINGS INTEGRATIONS
@ Retention Policy
* Log Out

22
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PLAN & PAYMENT

Set up the company’s pricing plan, as well as manage plan details and payment information.

Setting up Pricing Plan

Go to Settings, and under Organization Settings, click Plan & Payment. Then, click the green Choose a Plan button.

Account Settings Plan & Payment :

T Accounts ‘

APP SETTINGS
© Display

& Notifications

g You don't have a plan setup E

Collaboration made easy

ORGANIZATION SETTINGS :
Elevate your Workstorm experience by setting up a new plan and unlocking the full suite of tools available.

# Company Details

& Divisions %

e Users
= Integrations
® Apps

Ja Analytics

> Log Out

To set up a plan:

Choose a license type and whether it's a monthly or annual pricing plan
Enter the number of seats needed for the company’s pricing plan

Add a payment method

Review the pricing plan details

Click the green Complete Purchase button to finalize the payment

arON =
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Managing Pricing Plan

Once the pricing plan is finalized, Company Admins can edit the pricing plan, update the number of seats in the license,
make a payment, change their payment method, and download invoices. There is an option to contact support on the
bottom of the dashboard, if needed.

Account Settings Plan & Payment X
Plan Details Seat Utilization x,'

PERSONAL SETTINGS

1 Profile You are currently on the Elite Plan You currently have 97 seats left

ey Your plan will renew on July 16th, 2025 100 seats in your plan

T Accounts
APP SETTINGS

o Display i g

- Payment Information B Download Invoices
=:\ideg Conferancing Visa ending in 0026 Invoices available for download

Expiring on 0172025

ORGANIZATION SETTINGS
& Company Detalls

# Divisions

w Users

= Integrations Contact Support

® Apps

®

Support made easy

For help and support with your billing questions, contact our support team and they'll be happy to help.

> Log Out
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COMPLIANCE

The compliance module allows assigned compliance moderators the ability to audit and export members’ messaging data
from across the platform. Contact your account representative to enable the compliance module.

Assigning Compliance Moderators

Go to Settings, and under Organization Settings, click Users. Search for a company member, then click the dropdown
arrow to the left of their name. Toggle on Compliance to grant compliance moderator privileges to the chosen member.

& Account Settings X
: Users
Add or update users for your company.
User Information —_
Invite a single user or upload a list of Select All - Action — v craig Filtor
PERSONAL SETTINGS users.
2 Profile
There are 1users
& Security
A N
He ® Upload CSV File Craig Andrews iy
gapeluwu@banit.me Full Member
APP SETTINGS o Download Template Joined TOTP Auth SMS Auth
March 15, 2019 No No
o Display

& Notifications User Permissions

@ Video Conferencing @D Admin J| @D Compliance | O Global Folders Admin

ORGANIZATION SETTINGS

Block Craig

& Company Details

 Divisions

G Log Out

Completing an Audit

Only compliance moderators can complete an audit.

1. Click the Compliance icon from the left sidebar or More menu

Workspaces ~ User Becki Connections
@ UserKiley J

o
0 User Adam Du 0

Connections

User H 3
sEEeY Complia... Meetings Help

User Marco

Compliance

00 User Joe S @ @

£}
Meetings User Craig i II | e I
User Betsy

® Projects Surveys Tasks
R User Andy More

User Andv
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2. Click the +Add button at the top right of the Compliance menu and select +New Search

<{ Compliance + Add
0 =+ New Search...
New
RECENT
) 9@  User Andy Richmond
Messages User Andy Richmond

3. Search for a company member in the search input and select them
4. Click the green Show button to view their messaging and file sharing data

* Demo %' Andy Richmond = Email (3 Calendar m Files
0 {  Compliance +add Compliance
New

RECENT Search by Search ...

(59 ®  User Andy Richmond

By User v Andy Richmond
Messages User Andy Richmond
User Abigal Spencer
& gal Sp
Files User Neil Gomez

Results for Andy Richmond

User Katherine Ellison

Direct Messages Channels Announcements
User Sarah Evans o :

Calendar

User Patrick Williams Project Eagle

Workstorm

i Current Member
User Joseph Martinez Mutual NDA vé.doc

User Becky Gonzalez - 27,68 KB - 03/15/2023 3:32 pm

Human Resources
User Robert Jackson Current Member

© Download
@ User Becki Simpson

Falcon X-Team
User Kiley Jones Coordination
Current Member

2 Share

User Adam Stern _
Mar 15th, 2023 - 3:33 pm

Andy Richmond o

)

User Henry Doyle Chicago - Partners

Current Member Thanks. Are you guys free to review the documents?
User Marco Barnes
1

User Joe Smith

More

Vlear Craic Amdravase

W®RKSTORM"® @ o £ 8§

1More...

o

Export
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5. Ahistory of recent compliance searches will appear in the Compliance menu.

6 {  Compliance + Add

RECENT
(#9) ®  User Andy Richmond

Messages User Andy Richmond
User Abigal Spencer
5 gal Sp
Files User Neil Gomez
D User Katherine Ellison

User Sarah Evans

Calendar
User Patrick Williams
Email User Joseph Martinez
User Becky Gonzalez
SHEDRcEs User Robert Jackson
@ User Becki Simpson
. User Kiley Jones
Connections
User Adam Stern
User Henry Doyle
User Marco Barnes

User Joe Smith

Llear Crain Andraae

By default, the audit results for a member will show All conversations. Filter the results by conversation type, including
Direct Messages, Channels or Announcements. Then, select a conversation to view its data, including any deleted
messages.

Results for Andy Richmond

I Direct Messages Channels Announcements I

Workstorm Project Eagle

Current Member

Mutual NDA v4.doc Export

- 27.68 KB - 03/15/2023 3:32 pm
Human Resources

Current Member

© Download
Falcon_ X-Team 2t Shate
Coordination
Current Member
m Mar 15th, 2023 - 3:33 pm
# Andy Richmond e

Chicago - Partners
Current Member

Thanks. Are you guys free to review the documents?

1
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To download the data in an excel (.xIs) file format:

1. Click the Export button on the right-side of the compliance module

Results for Andy Richmond

Direct Messages Channels Announcements

Project Eagle

Workstorm
Current Member

Mutual NDA v4.doc Export

‘= 27.68 KB - 03/15/2023 3:32 pm
Human Resources

Current Member
© Download

Falcon X-Team

Coordination
Current Member

2 Share

Mar 15th, 2023 - 3:33 pm
Andy Richmond o

)

Chicago - Partners
Current Member

Thanks. Are you guys free to review the documents?

1

2. Choose the desired date range and click the green Next button

Export Messages

Select a date and time that will be used as the starting point of a message export by using
the provided calendar and time selector below Start Date. If there were multiple message
sent at the same time, the first message sent at that particular time will be defined as the
starting point. Then, choose an end date and time to finalize the selection of messages that
can be downloaded as an excel (.xls) file.

Select Date Range

Start Date

1/1/2023 (] 4:35 PM
End Date

712212024 ] 4:35 PM

Cancel

3. Then, click the green Download button to download

Export Messages

First message selected:
Andy Richmond 03/15/2023 3:30 pm

Thanks for adding me to the team Jim! Can you make me a Team admin, I'd like to add a
couple more colleagues.

Last message selected:

Andy Richmond 03/15/2023 3:37 pm
Great call guys, thanks.

(1) Total Messages

Back
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RETENTION POLICY

The retention policy dashboard allows compliance moderators to set company policies for message expiration and legal

holds.

Enabling Retention Policy
Only compliance moderators can access the retention policy feature.

Go to Settings, and under Compliance Settings, click Retention Policy. Click the Enable Retention Policy toggle to

activate the dashboard.

& Account Settings . . X
’ Retention Policy
Need messages expire after a set duration? Create your rules t
Message Retention Policy [0
© "}
O ETTIIS I @ Enable Retention Policy I
© Display
4 Notifications Set default retention days for entire company
® Video Conferencing Leadership Announcements Channels DMs
0 Days 0 Days 0 Days
mpany and Division Message Expiration Duratior Me
ORGANIZATION SETTINGS
& Company Detalls
# Divisions
e Users
Set policies for folders, DMs, channels, or divisions
% Integrations
Search all conversations
® Apps
Ja Analytics
B Plan & Payment
Clear
COMPLIANCE SETTINGS
Existing Policies
Search Retention Policies Policy Type
> Log Out Anv
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Company-wide Retention Policy

Once the dashboard is enabled, set the number of days until messages expire in all Announcements, Channels and/or
Direct Messages across the entire company. Use the inputs to enter expiration durations for each conversation type. Click
the green Apply Policy button when finished. Compliance moderators can make changes to the policies when necessary.

) Accodnt Sextinos Retention Policy

Need to have messages expire after a set duration? Create your rules her

Message Retention Policy EZES

APP SETTINGS @D Enable Retention Policy

X

© Display

4 Notifications Set default retention days for entire company
DMs

® Video Conferencing Leadership Announcements Channels

Company and Division Message Expiration Duration

DM Expiration Duration

Days

ORGANIZATION SETTINGS
# Company Detalls
Revert
# Divisions
a2 Users
Set policies for folders, DMs, channels, or divisions
% Integrations
Search all conversations
® Apps
Ja Analytics

B Plan & Payment

COMPLIANCE SETTINGS

Existing Policies

Search Retention Policies Policy Type

> Log Out Anv

Clear

When editing the duration of an expiration policy, use the Revert button to return to the last set of saved changes. Use the

Remove button to disable the retention policies and reset each duration to zero.

Set default retention days for entire company

Leadership Announcements Channels DMs

100 Days 100 Days 500

Company and Division Message Expiration Duration Channel Message Expiration Duration

DM Expiration Duration

Revert

Remove

Days
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Setting Individual Policies

Use the Search All Conversations input to search for a conversation or Managed Folder. Then, choose a duration and
policy type (Expiration or Legal Hold) and click the green Add Policy button. Use the Clear button to reset your inputs.

NOTE: Legal holds are used to protect a specific conversation from a company-wide expiration policy.

Account Settings . . 3¢
$ Retention Policy
Need to have messages expire after a set duration? Create your rules here.
Set default retention days for entire company
— Leadership Announcements Channels DMs
APP SETTINGS 0 Days 0 Days 0 Days
@ Display Company and Division Message Expiration Duratior Channel Message Expiration Duration DM Expirat
& Notifications
®a Video Conferencing
o Set policies for folders, DMs, channels, or divisions
ORGANIZATION SETTINGS
Search all conversations and folders Set Message Expiration Policy Type
& Company Details
4 Divisions okionga:=Fanners(Fhanne] 100 Days Expiration
e Users
= Integrations
® Apps
M Analytics
Existing Policies
B Plan & Payment
Search Retention Policies Policy Type
T Any
COMPLIANCE SETTINGS
You don't have any rules set.
G Log Out
Set policies for folders, DMs, channels, or divisions
Search all conversations and folders Set Message Expiration Policy Type
Chicago - Pariners (channal) Legal Hold
Clear
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Managing Existing Policies
Manage and search for existing custom retention policies.

¢ Click the Lock icon to place or remove a legal hold on existing policies

e Click the Pencil icon to edit existing policies
e Click the Trash icon to remove existing policies

§ Account Settings . . X
’ Retention Policy
Need to have messages expire after a set duration? Create your rules here.
v ways v ways v ways
Company and Division Message Expiration Duration Channel Message Expiration Duration DM Expiration Duration
APP SETTINGS
© Display
& Notifications 2
ficatl Set policies for folders, DMs, channels, or divisions
a Video Conferencing - - ™
Search all conversations Set Message Expiration
ORGANIZATION SETTINGS
& Company Detalls Clear
& Divisions
e Users
= Wtsgrtions Existing Policies
® Apps Search Retention Policies Policy Type
Ja Analytics
Yukon Channel Filter Results
5 Plan & Payment
— Channel/Conversation Name A | Channel Type Expiration Policy Actions
COMPLIANCE SETTINGS
o Rm:f’dlcy Project Yukon channel 100 days a - o
G Log Out

NOTE: The size of the lock button changes depending on the action that is available. If you are placing a legal hold, then
the button will be larger (see Project Yukon below). If you are removing an active legal hold, then the button will be

smaller (see Project ABC below).

Existing Policies

Policy Type

Search Retention Policies
| Any \ Filter Results
Channel/Conversation Name ~ | Channeliype Expiration Policy: Actions:

channel 100 days

Project Yukon

channel Legal Hold a 7 W

Project ABC
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MANAGED FOLDERS

Managed Folders allow an organization to centrally deploy channels and folders for projects and tasks with customized
compliance policies.

There are two main roles:

e Global Folder Administrators (GFAs): These governance administrators specify the projects to be managed,
apply compliance and retention polices, and segregate information. GFAs can create folders and channels, but
there is a privacy layer and the GFA cannot see the contents of the channels. GFAs can designate Managed
Folder Administrators, which includes assigning themselves.

¢ Managed Folder Administrators (MFAs): These are channel administrators who define communication
channels within the projects and control who has access to pertinent information and files. MFAs have access to
the content of the channels they create but cannot create new Managed Folders.

To enable the Managed Folders feature, please contact your account representative.

Appointing Global Folder Admins

To grant GFA privileges to a member of your company:

1. Go to Settings, and under Organization Settings, click Users
2. Search for a company member and click the dropdown arrow to the left of their name
3. Toggle on Global Folders Admin

ﬁ Account Settings X
: Users

Add or update users for your company

User Information —
o Invite a single user or upload a list of Select All - Action - v craig Fihinr
PERSONAL SETTINGS users.

2 Profile
There are 1users

@& Security
T Accounts o
© Upload CSV File Craig Andrews Jser Statu:
gapeluwu@banit.me Full Member
APP SETTINGS o Download Template Joine TOTP A SMs
March 15, 2019 No No

© Display

4 Notifications User Permissions

@ Video Conferencing @D Admin O Compliancel] @D Global Folders Admin

Block Craig

ORGANIZATION SETTINGS
& Company Details

 Divisions

Log Out
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Creating a Managed Folder and Assigning Managed Folder Admins
Only GFAs can create Managed Folders:

1. Select the Messages icon from the left sidebar
2. Click the +Add button in the top right of the Messages menu, and select New Folder

< Messages + Add
. New Folder...
New ﬂ“@D ..ﬂt !!S@a ‘!-@D .!'SD
New Direct Message...
@ A-Z OB Recent Sorting Preferences £}
’ New Channel...
Messages
= R | Join Channel...
enewals
[
= MANAGED FOLDERS Join Announcement Channel...
Hes
o 000001-00001
- 000001-00002
Calendar
Apple Matter Case 4289
[><]
Apple Matter Case 7003

3. Inthe New Folder pop-up, enter a name that describes the contents of the folder
4. Under Type, choose Managed to show additional boxes

New Folder

Name *

Eagle Matter

Type
# Personal Managed
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5. Provide an abbreviation to be displayed alongside Channel names within the folder
6. Assign MFAs by searching for and clicking on users in the box under Folder Administrators
7. Click Create

NOTE: If GFAs want to create and manage channels inside the folder, GFAs can add themselves as MFAs.

New Folder
Name *

Eagle Matter

Type
Personal ® Managed

Abbreviation
EAGLE

v Folder Administrators

[.' Joyce Rose

tester4.zhang@hotmail.com

%‘9 Robert Jackson
487 tester3.zhang@gmail.com

Cancel

Adding Channels to a Managed Folder

Once appointed to a Managed Folder, MFAs can create and organize Channels within that Folder:

1. Hover over the relevant Managed Folder, click on the ellipsis *** button, and select Manage Folder

= Other Conversations 3
B Renewals
MANAGED FOLDERS
000001-00001
000001-00002

B3 Apple Matter Case 4289

Apple Matter Case 7003
D Manage Folder

Delete
Workspaces Delete

CHANNELS

o ® EXTERNAL CHANNELS

g
Connections  as B&B Alumni
a8 B&B Chicago Alumni
a» BGA RFP Response
@  o» Falcon Client Team

DIRECT MESSAGES

More
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2. In the pop-up, enter a name for the Channel and then click the green plus + button
3. Repeat to add another Channel, if necessary
4. Click Save Changes

Eagle Matter

Enabled

jed folder channels are disabled

New Channel name

Case 7003

Tip: make your Channel name as clear & concise as possible

28t | eadership Team

Cancel

To manage your Channels:

1. Click on the relevant Managed Folder to display its contents
2. Hover over the Channel you would like to manage
3. Click on the ellipsis ¢*¢ button and select Manage Channel

For more information on how to add members to your Channels, customize notifications preferences, and adjust privacy
settings, click here.

=] Apple Matter Case 4289
Email Apple Matter Case 7003

& Eagle Matter

I Manage Channel I
I I Copy Connect Link

A | egdership Team

CHANNELS
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Initially, Managed Folders are disabled, meaning that any created Channels will be inactive until the Folder is enabled by
the MFA. When ready to enable the Folder:

1. Hover over the relevant Managed Folder, click on the ellipsis ¢ button, and select Manage Folder

= Other Conversations 3

o
B

Calendar

@ Renewals
MANAGED FOLDERS
000001-00001
B3 000001-00002

= Apple Matter Case 4289

B3 Apple Matter Case 7003
E Manage Folder

Delete

Email

| Workspaces CHANNELS
0 P cxrerNAL cHANNELS
~

Connections  as B&B Alumni
as B&B Chicago Alumni
o BGA RFP Response
@ o Falcon Client Team

DIRECT MESSAGES

More

2. Click the Enabled toggle at the top left of the pop-up screen to activate Channels and allow members of those
Channels to begin collaborating
3. Click Save Changes

Eagle Matter

a2+ Case 7003

2 Leadership Team

Cancel
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Updating Existing Managed Folders
GFAs and MFAs can update a Managed Folder.

1. Hover over the relevant Managed Folder, click on the ellipsis *e* button, and select Manage Folder

= Other Conversations 3
O
R B Renewals
Files
) MANAGED FOLDERS
8 000001-00001
Calendar
83 000001-00002
=

Apple Matter Case 4289

B3 Apple Matter Case 7003
B Manage Folder

Delete

Email

Workspaces

CHANNELS

EXTERNAL CHANNELS
Aol

Connections  as B&B Alumni

as B&B Chicago Alumni
o BGA RFP Response

a» Falcon Client Team

DIRECT MESSAGES

More

2. Click on the Details tab to edit the folder's name and/or abbreviation and choose to add or remove MFAs
3. Click the green Save Changes button when finished

Eagle Matter

=

Name * Abbreviation

Eagle Matter EAGLE

Folder Administrators

Craig Andrews

gapeluwu@banit.me

Joyce Rose

testerd.zhang@hotmail.com

& Robert Jackson
» tester3.zhang@gmail.com

Cancel
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Disabling & Deleting Existing Managed Folders

If the Managed Folder and its Channels need to be deleted, an MFA must first disable the folder.

1. Hover over the relevant Managed Folder, click on the ellipsis *** button, and select Manage Folder

= Other Conversations 3
O
R B Renewals
Files
) MANAGED FOLDERS
8 000001-00001
Calendar
83 000001-00002
=

Apple Matter Case 4289

Email

B3 Apple Matter Case 7003
D Manage Folder

Delete
Workspaces Delete

o ® EXTERNAL CHANNELS

—

Connections au B&B Alumni

CHANNELS

as B&B Chicago Alumni
o BGA RFP Response
@  o» Falcon Client Team

DIRECT MESSAGES

2. Toggle off Enabled at the top-left of the pop-up screen
3. Click the green Save Changes button

Eagle Matter

Enabled

Al sged folder chanr

New Channel name

our Channel name as clear & concise as possible

18¢ Case 7003

122 |eadership Team
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Once a Managed Folder is disabled, a GFA or MFA can delete it. Hover over the desired Managed Folder, click on the
ellipsis *** button, and select Delete.

Ead VUULUI-ULLUVI

(.

Files

B

000001-00002
Apple Matter Case 4289

Apple Matter Case 7003

Calendar Manage Folder
S Delete
bt CHANNELS
Email

ste 1- Welcome To Dunder Mifflin

ies e 191 N Wacker ®

Workspaces

22¢ 191 N Wacker Marketing

Compliance for Managed Folders

If the Compliance Module is enabled for the company, all the messaging and file sharing data stored in a Managed
Folder's Channels can be audited.

1. Click the Compliance icon from your left sidebar or More menu

Workspaces  User Becki Connections
o @ UserKiley J
il
Oa @
User Hen %
i Complia... Meetings Help
Combil User Marco
ompliance
User Joe Sn| g
Oa y - @ @
. User Craig 4 - @ J Il | I
User Betsy lIf
(-] Projects Surveys Tasks
S User Andy H More
More
User Andv H

2. Click the +Add button at the top right of the Compliance menu and select +New Search

a <{  Compliance -+ Add

4+ New Search...

New
RECENT

) ®  yser Andy Richmond

Messages User Andy Richmond
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3. Click the dropdown under Search by and select By Managed Folder

4. Search for a Managed Folder in the search input and select the appropriate result
5. Click the green Show button to view all Channels within the Managed Folder

W®RKSTORM® B

* Demo % Andy Richmond & Email (3 Calendar m Files
0 < Compliance +add Compliance
New

RECENT Search by Search ...

@ @ Folder Eagle Matter
By Managed Folder v Apple Matter Case 4289

Messages User Andy Richmond

o User Andy Richmond
Files User Andy Richmond
_ Results for Apple Matter Case 4289
G User Andy Richmond
S User Andy Richmond Direct Messages Channels Announcements
User Abigal Spencer Apple 4289 General y

3 Channel Member(s)

Case 428 Team Please select
User Sarah Evans 2 Channel Member(s)

a channel to
review

Eril User Neil Gomez

User Katherine Ellison

Workspaces

Patrick Willi:
i L sexbatck willams Case 4289 Team 2

User Joseph Martinez 2 Channel Member(s)

o

(|

>

Connections

User Becky Gonzalez
User Robert Jackson
User Becki Simpson

User Kiley Jones

Ilrar Adam Charn

Helena Brauer

Isak Johannesson

N

Svyatoslav Taushev

Vikentiy Chaykovsky

6. Select a Channel to view its data, including any deleted messages

\ ® )) er
W®RKSTORM B
* Demo % Andy Richmond & Emalil 3 Calendar m Files 1 More...
0 < Compliance +add  Compliance
New
RECENT Search by Search ...
@ ® Folder Eagle Matter
By Managed Folder v Apple Matter Case 4289
Messages User Andy Richmond
User Andy Richmond
£3) y
Files User Andy Richmond
e Results for Apple Matter Case 4289
CaE’m User Andy Richmond Direct Messages Channels Announcements
User Abigal Spencer Apple 4289 General Apple 4???_9_?'19!'?_" R .
e User Neil Gomez 3 Channel Member(s) Export

No problem, glad everyone enjoyed them

User Katherine Ellison Case 4289 Team 1

User Sarah Evans 2 Channel Member(s) ﬁ

Jun 18th, 2024 - 9:56 am

Workspaces Marco Barnes e

® User Patrick Williams Great work team!

Case 4289 Team 2

o
= User Joseph Martinez 2 Channel Member(s) Anyone want to try the new Thai place that opened next door for Lunch today? It
Connections looks good.
User Becky Gonzalez
Jun 18th, 2024 - 10:01am
r n x
User Robert Jackso a Andy Richmond
™ User Becki Simpson Had Thai last night, how about next week?

User Kiley Jones

More

Ilear Adam Charn
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7. To download the data in an excel (.xls) file format, click Export on the right-side of the Compliance module

Results for Apple Matter Case 4289

Direct Messages Channels Announcements

Apple 4289 General Apple 42896e p‘e_r ?_I_
3 Channel Member(s)

S S =

No problem, glad everyone enjoyed them Bt

Case 4289 Team 1

2 Channel Member(s) @ m”ali‘g z;;:neg:s o0

Great work team!

Case 4289 Team 2
2 Channel Member(s) Anyone want to try the new Thai place that opened next door for Lunch today? It
looks good.

:B Jun 18th, 2024 - 10:01 am
Andy Richmond e

Had Thai last night, how about next week?

8. Choose the desired date range and click Next

| 4
Export Messages "
Select a date and time that will be used as the starting point of a message export by using
the provided calendar and time selector below Start Date. If there were multiple message
sent at the same time, the first message sent at that particular time will be defined as the
starting point. Then, choose an end date and time to finalize the selection of messages that
can be downloaded as an excel (.xls) file.
Select Date Range
Start Date
1/1/2024 o] 10:00 AM v
End Date
7/23/12024 =) 10:00 AM v
Cancel
I
9. Click Download
r
Export Messages =
First message selected:
Marco Barnes 06/18/2024 9:26 am
Hey everyone! Thanks for your efforts so far on the Apple Matter, we're closing in on the
finish line!
Last message selected:
Andy Richmond 06/18/2024 10:01 am
Had Thai last night, how about next week?
(10) Total Messages
Ba‘:k -
L
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MEMBER GUIDE

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

e Account Setup

e Direct and Channel Messaging

e Calendar and Email

e Video Conferencing

e Workspaces

e File Management and DMS Integrations
e Search

o Desktop and Mobile Apps

e And more...

QUESTIONS?

A Workstorm customer support representative is here to help. Simply click here to create a support ticket or to provide
product feedback.
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