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ACCOUNT SETUP

Sign up for Workstorm via the email invite from support@workstorm.com, sent to you by your site administrator or
colleague. After accepting the invite, you will be redirected to create a password and log in.

For additional knowledge-based articles and video tutorials, visit helpdesk.workstorm.com.

Overview

When logging in to Workstorm for the first time, you will see the following screen. By default, Workstorm presents users
with Essential View. This mode displays Messages, Connections, Meetings, Files, and Calendar in the left sidebar.

T

= o
W®RKSTORM B Y
28t My First Channel
0 { Messages +Add 2t My First Channel
i 4 - L
NeW ; . m 1 Video
’ ® Az Recent Sorting Preferences {3 "
Audio
Messages
o
O PERSONAL FOLDERS Files
~™
Connections  CHANNELS o
Oa This is the start of the #My First Channel channel. Use this channel for -
e EXTERNAL CHANNELS conversations, calls, sharing files and updates with your team A
DIRECT MESSAGES @ Say "Hello" O Settings
(|
St EXTERNAL DMs
Workstorm Bot 4
&M Q Search mFiles
Send
@ ¢ @ o

Copyright © 2024 helpdesk.workstorm.com


https://helpdesk.workstorm.com/knowledge-base/account-creation-basic-settings-configuration/
https://helpdesk.workstorm.com/

W®RKSTORM

To add Email and Workspaces to your left sidebar, enable Fully Featured view, select the ellipsis e button in the upper
right-hand corner and toggle on Enable Fully Featured

9 .
N W®RKSTORM
. .o
Options X o
e { Messages + Asd
G Ensble Dark Mod Now G m o 2w
- AT CR o
@0 Enable Fully Featured —~ Messages
Vid o PERSONAL FOLDERS
< Help/About W
\ 53 Oa =
Audio O AT
o] Semngs o CHANNELS
2a EXTERNAL CHANNELS
Files DIRECT MESSAGES
Log out 8
e : Workstorm Bot
Members = EXTERNAL DMs
Download Desktop App COMPANY
% i Workstorm Traning Group
Notty Me OIS - ANNOUNCEMENTS
o
At the top of the sidebar is the blue New+ button, where you can easily access different features.
3 ®
W®RKSTORM
38t My First Channel

Direct Message...

0 b Video Conference... g
New

. ) ences {3}
...} Channel...
Messages
Schedule Meeting...
O P
~— Connection Invite...
Connections C
- Workspace...
oo @ I
E Folder...
Meetings 1
D Email
(I .
Files e Global Search...

=

CalondAar
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photo

Select the ellipsis ¢+ button in the upper right-hand corner

S
Options X > I'"I

@ Enable Fully Featured o~

Video

< Help/About

© Settings

Audio

+ Log out

Files

"0

Members

Download Desktop App

4

Notity Me

Click Settings to open the Profile section, where you can customize your profile information and add a profile

A Account Settings

Profile

PERSONAL SETTINGS
@ Socurity

T Accounts

APP SETTINGS
© Display
& Notifications

@ Video Conferencing

+ Log Out

Personal Information Email Address
Add or update your contact information

testerd. zhang@hot

mail.com
First Name Last Name *
Joyce Rose
Job Title
Associate
Work Phone

312-123-4567

Cell Phone

Address
2400 N Groenview Ave

Address Cont.

city

Chicago

Internal Extension

123

State Zip

Copyright © 2024 helpdesk.workstorm.com
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APP SETTINGS
Photo

o Disploy
Upload a profile photo,

& Notifications

o Video Conferencing

Zoom

» Log Out

Display
e Click on Display from the left sidebar to toggle between essential view and fully featured view

¢ Adjust font size and pick a color theme based on your preferences

A Account Settings

Display

View @ Enable fuly featured view
Switch between essential and fully
PERSONAL SETTINGS featured view of Workstom
1 Protie
@ Securty
Font Size A A
T Accounts A A A A
Adjust the font size for your account PY
APP SETTINGS
& Notifications Tabs

@D Opening a new message/feature, white inside 8 locked 1ab, will creste & new tab.
Select a default tab behavior

® Video Conferencing @ Always wam me before changing my tab

Code Snippet Color

When you t do" into a message.

App Color Settings

High contrast/low contrast praferences

@ Enabie light theme

3 Log Out
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Connect Microsoft 365

If your organization uses Microsoft 365, you can connect your email and calendar to access both within Workstorm.

e In Settings, click on Accounts from the left sidebar to manage third-party accounts and integrations

e Scroll down and click the green Login to Office365 button to login to your Calendar, Email and OneDrive on
Workstorm

A Account Settings Accounts

Manage your third-party accounts and integrations

Box.com You are currently not logged into Box.com.
Manage your Box.com integration.

PERSONAL SETTINGS Login to Box.com
2 Profile
@ Security
T Accounts iManage You are currently not logged into iManage.
Manage your IManage integration
& Login to iManage
APP SETTINGS
© Display
& Notifications
Google You are currently not logged into Google
@ Video Conferencing Manage your Google Workspaces
integration

B Login to Google

Office365 You are currently not logged into Office 365
Manage your Office365 integration

@ Login to Office365

Microsoft Outiook Add-in Outiook Serial Number
Seemlessly integrate Workstorm into
Microsoft Outiook 63aaeca7-c0e1-4cf2-b134-50a89d87b2c2
> Log Out A video guide on installing the Workstorm Outiook Add-in s available here.

Copyright © 2024 helpdesk.workstorm.com
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Notifications

e In Settings, click on Notifications in the left sidebar and toggle All Notifications to enable or disable push

notifications for all incoming messages, alerts, and video calls

e Click on the toggles next to each dropdown to enable or disable notifications for each conversation type

e Click on the dropdowns to customize notification preferences for specific conversations

NOTE: Enabling notifications is recommended to help you never miss a message.

O Account Settings Notiﬁcations X

Desktop Notifications

PERSONAL SETTINGS Announcements
R @ Announcements notitcations

Channels

@ Chanseis nors

DMs
@ OMs notifications

After you're signed in with your email on Workstorm, you can customize what type of notifications you receive for new
incoming emails. Email reminders for missed messages are enabled by default, but they can be disabled here.

§ Accoust Sattisge Notifications X

Announcements
@ Arrouncements notifications

Channels
@ Crannels notications

Copyright © 2024 helpdesk.workstorm.com
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SECURITY

Go to Settings and select Security from the left sidebar to manage the security settings for your account.

Password Reset

Update your password regularly for security and to comply with password requirements set by your company.

A Account Settings security X

Password Current Password

Set a new password,
PERSONAL SETTINGS

4 Profile

New Password

T Accounts

700 wEAK

Password Not Strong Enough: keep typing
Password must have a minimum strength of ADEQUATE
APP SETTINGS Ways to make your password stronger:
o Disola Add Characters
isplay
& Notifications Include at least one number, uppercase letter or symbol (1@#$%").
The more unique characters you add, the stronger it will be.

& Video Conferencin
¢ ¥ Retype New Password

Two Factor Authentication TOTP Authentication
Add an extra layer of security. TOTP authentication is disabled
Phone SMS Authentication

Phone SMS authentication is disabled

SMS Phone Number
> Log Out

Copyright © 2024 helpdesk.workstorm.com
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Two-Factor Authentication (2FA) Set up

If your Company Admin has already enabled company-wide 2FA, then you will be prompted to set up 2FA when you log in
for the first time.

If your Company Admin has not enabled companywide 2FA, then you can add extra security to your account by enabling
2FA:

1. Toggle on TOTP if you would like to use the Google Authenticator App for 2FA

2. If you would like to receive SMS texts with the 2FA code to your phone, toggle on Phone SMS

3. After toggling on either option, you will be walked through the respective 2FA set up process

A Account Settings Secu rity

rasswuiu LU Fasawul Y

Set a new password

PERSONAL SETTINGS
New Password

1 Profile

T Accounts

Password Not Strong Enough: keep typing
Password must have a minimum strength of ADEQUATE
Ways to make your password stronger:
Add Characters
APP SETTINGS
Include at least one number, uppercase letter or symbol (12#$%%).
© Display The more unique characters you add, the stronger it will be.

4 Notifications

@ Video Conferencing

Retype New Password

Two Factor Authentication

Add an extra layer of security

TOTP Authentication

TOTP authentication Is disabled

Phone SMS Authentication
Phone SMS authentication is disabled

SMS Phone Number

Copyright © 2024 helpdesk.workstorm.com
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MESSAGING

Send Direct or Channel Messages, share files, host Video Conferences and more, all within the same secure platform.

Direct Messages

Direct Messages (DMs) are one-on-one conversations involving two colleagues. No other members can be added to
these conversations.

e To access your DMs, select the Messages icon from the left sidebar
e Click the Direct Messages icon in the left menu to see all your existing one-on-one conversations

e Click on a name to open that conversation with them

5 T
( ® o g r 8]
W@©RKSTORM B Py
@ Emal (3 Calenda 4 Chicago Office €, Betsy Lopez
4 Betsy Li
o { Messages + Add etsy Lopez
£ - . 4 " Edm . -
e = m .! e
AZ OB {  Sorting Preferences ¢ N
© Downicad 2 Share @ View
2
() DIRECT MESSAGES a N Files
Andy Richmond Joyce Rose o
Reshared File
Barry Smith
= =
o SRty ° Mutual NDA v5.doc.docx
iManage
Henry Doyle 27.68 KB - 112012019 2.27 pre
Jessica Taylor
Jim Simpson
Kiley Jones © Download 2 Share
(i) Marco Barnes 2
May 22 202 2
Pam Davis P Yy
Oa EXTERNAL DMs Hi Betsy, can you please find time with Robert's EA for a 111 after the holiday?
Brian Stearns Btw, do you have plans for your birthday? Keep a lookout for a doorstep delivery on Saturday morning!!
Cole Tansey
o M Q Search mFlles
Jason Doyle
Send
. e Matthew Lucas s
Michael Morkin @ @ ¢ @ o
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There are two ways to start a Direct Message:

e (1) Select the +Add button and choose New Direct Message

= =

< Messages + Add
New Folder...
New AP n® 20 10 4@
New Direct Message...
@ A-Z OB Recent Sorting Preferences {3
’ New Channel...
Messages .
Join Channel...
(B DIRECT MESSAGES
| Join Announcement Channel...
Files Andy Richmond
Barry Smith T—
Emall

e (2) Select the blue New+ button at the top of your left sidebar, then

W®RKSTORM®

Files |

= Email (%) Calendar
e Video Conference... pd
oy "
New Direct Message... .
2 . ! inces
’ @ Channel...
Messages
i Schedule Meeting...
&
O Connection Invite...

4 Chicago O

Betsy Lopez

© Download =

Nov 20th, 2019 - 2:27

T B

Direct Message

Joyce Rose

To add a Connection to a Direct Message:

1. In the New DM window, type a name in the search bar to find a colleague to start a conversation with and click

the green Start DM button

2. Type a message in the bottom message box, and either press Enter on your keyboard or click the green Send

icon to send your message

NOTE: For security purposes, only existing members of a company’s account will appear in search. If you have
permission to invite new or external members, an Invite by Email button will appear below the search bar. If not, contact

your Site Admin for help.

Copyright © 2024 helpdesk.workstorm.com
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o Joyce Rose
New DM X Reshared File
Start a New DM
Betsy Lopez / Mutual NDA v5.doc.docx
iManage
o - 27.68 KB - 1/20/2019 2:27 pm
6
Betsy Lopez © Download (2 Share
vuwuwibanit me
a Joyce Rose
Hi Betsy, can you please find time with Robert's EA for a 11 after the holiday?
Btw, do you have plans for your birthday? Keep a lookout for a doorstep delivery on Saturday morning!!
&M Q Search mFiles
Hey Betsy, are you free to hop on the call to discuss Project XYZ in 157
Invite by Email Cancel
L ¢ @ & A
—_.

Channels

A Channel is a conversation involving two or more colleagues that can grow larger or smaller as needed.

To access a Channel:

1. Select the Messages icon in the left sidebar

2. In the Messages sidebar, click the Channels icon to see all your existing channels

& Email (%) Calendar

Q <{ Messages + Add

A p® ) 1,8 1@ 2

New
’ @ A-Z OB Recent Sorting Preferences £}
Messages
() CHANNELS
Files 22 1- Welcome To Dunder Mifflin
22 191 N Wacker
[><]
Email 22+ 191 Wacker Marketing

e 1st Year Associates

=

8. A Al

Copyright © 2024 helpdesk.workstorm.com
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3. Click on a Channel to open that conversation

W@ RKSTORM’ = B o OF -

= Email & | (3 Calendar & ¢ Acme Deal Team

< Messages +Add 2t Acme Deal Team

o Oct 9th, 2020 - 1114 am -
o AR m® 0% 2% «? § RobertJacksono v
.. A-Z OB Recent  Sorting Preferences ¢y "4 om Here is the strategic target list «
Audio
Messages
-
[3  CHANNELS Strategic Target Listxls e
Files # 1- Welcome To Dunder Mifflin =68.00XR 100920201114 am o
Setengs
w191 N Wacker
[
Emall s 191 Wacker Marketing Export
- s st Year Associates O Downlomi B E¥; Sheca [ S Viaw
s Accountis
Calendar siplalid
W Acme Deal Team
B s B&B Alumni Planning
Workspaces
w1 BGA Benefits Pricing
,Q. & Chicago Broker Team
Connections  , Chicago Free Tickets Etc,
mi] s Company Internal Chat
Meetings @ ECON 201
[iormrr i = et ARSI ? ) S e T O a e e e N i
s Management Group
@ Messages QSearch maFiles
W Marketing Team e
Begin typing to enter a message, or press / for more options 4/ send

@ o My First Channel

More & November Renewals @ ¢ @ o A Press Enter to send 0 messoge

There are two ways to create a Channel:

e Select the +Add button and choose New Channel, or choose Join Channel to see a list of existing channels that

you can join.
® B
W@®RKSTORM ==
|
&= Email @ 3 Calendar & Chicago Office 5. Marco H
<{  Messages | + Add
J New Folder...
New AR m® 2® 0 «®
New Direct Message...
. A-Z OB Recent Sorting Preferences {3
’ New Channel...
Messages Search DMs deo conference. (]
Join Channel...
() DIRECT MESSAGES
| Join Announcement Channel...
Files ) Andy Richmond
Barry Smith A ARNEA MIVIS Y yuu W a viucO conference. Clid
Email Betsy Lopez . Jun 18th, 2024 - 12:45 pm
Marco Barnes
Grace Evans e
G Reshared File:
= Henry Doyle
Calendar S

16
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=
New Channel X Join a Channel %
Enter Channel name
Project XYZ Apple
Google
Tip: make your Channel name as clear & concise as possible Jock of All Trades
Microsoft
Project MNA
Cancel (Roquest pending
Cancel
dl

e Click the blue New+ button at the top of the left sidebar, then choose Channel from the menu

W@ RKSTORM®

Email (3 Calendar

Video Conference...

Direct Message...

Channel...

Messages ;
Schedule Meeting... Yo toavideo con
0O ( Connection Invite...
Files

Workspace...  to a video confer

Channel Admin/Creator

Channel Admins can change the name, privacy settings, and membership of a Channel in Channel Settings, from
Settings, located in the Channel’s right sidebar.

p ) 2 6
W®RKSTORM B o £
= Emal 3 Calendar ¢ Chicago Office M Project XYZ
0 { Messages +Add " Project XYZ
— —
e AR p® W 2 x® videe
’ 88 Az Recont  Sorting Preferences (3 b
Aud
Messages
=
o W Auto Llaims Files
A @ B&B Alumni Planning o
@ BGA Benefits Pricing
This is the start of the #Project XYZ channel. Use this channel for 7o
& Chicago Broker Team conversations, calls, sharing files and updates with your team. %
Emal Expo
@ Chicago Free Tickets Etc. @ Say "Hello" O Settings
G @ Company Internal Chat 2
Calendar
@ ECON 201
@ Management Group
Worksg @ Marketing Team
i) @ November Renewals
He @ Project Dunder Miffiin (INTER...
aMm Q Search mmFiles
@ Weekily Team Summaries
oo ® EXTERNAL CHANNELS phasand
Sore “» ACME-Delta Team ®@ ¢ @ o
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Assign Channel Admins in the Members tab by checking the Admin box next to the user's name. Rename your channel
and access privacy settings by clicking the Settings tab in the pop-up screen. If needed, you can delete the Channel from

here as well.
- = r
Corporate Practice Training Project XYZ X
https://app.workstorm.com/connect/SmkiCs2MS) api xa
. Channel Name
Project XYZ 7
& Becky Gonzalez M Admin
s NG Privacy Private i
() Betsy Lopez H Admin &
Gt Notifications s
@ Joseph Martinez Admin @ N
v "o t
m Joyce Rose B Admin
9 t(lll-y J(TTQ. Admin &
a Robert Jackson Pl Admin &
5
Close
L=

External Members

DMs or Channels with members from outside your company are categorized as External Messages in the Messages

sidebar and marked with the orange globe icon.

Copyright © 2024 helpdesk.workstorm.com
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& Chicago Office & ) Nick Stech

+ Add I"" ACME-Delta Team I

= Emall ) Calenda
0 < Messages
News AR e we 1. ._‘.
= 2 Az e Santing Pruferunceos O
Mossages
-y
|
w Acme Daal Team
W Ao Caims
W BEB Alumni Plapning
Emal
W BGA Benetits Pricing ?
j w Chicago Brokes Team -

W Chicago Free Tickets Eic.

W Company Internal Chat

W ECON 201
o W Management Group
Helg s Mariketing Team

W Novembar Renawa's
W Project Dunder Mifflin INTER.

@ W Weekly Team Summaries

EXTERNAL CHANNELS

L2 w BGA Benefits

5 t Litigaticn Consulting

‘= Marketing Team Updates a
e o . Project Cardinal

e Regional aw firm

Nov 30th, 2020 - 12241 p

Robert ja;:ksén °

We can use this private channel to collaborate privatedy & securaly

Uploadez flle

Due-Diligence-Assessment.xls
~ £3.00 K8 - WAV2020 1245 pm

© Downlond * Share @ Viow

Thanks for setting this up Roben! Here are some files for due diligence

Q Search maFiles

AL ACME-Delta Te

Announcements

Announcement Channels are one-way broadcasts that only the company admin and division admins have privileges to
post in. These channels are reserved for leadership announcements on items like HR or representing physical locations
for offices.

1. To access company-wide and division announcements, click Messages from the left sidebar and select the
Announcements tab

Copyright © 2024 helpdesk.workstorm.com
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W@ RKSTORM'

0 < Messages + Add

Chicago Office - F

« Chicago Office

-
AR g s g 2019128
e \.e: Robert Jackson o Fove
= @D Az Rocont  Sonting Prefersaces O Congratulations to on closing the SACME deal! o
Mossages
5' Robert Jackson o
o kompany
The bullding wil hold & mandatory fire drill at 2:00PM today. Please proceed to the nearest stairway and exit the lobby using the Lasalle Street exit
& Workstorm
JNNOUNCEMENTS s Mar 241, 2020 - 442
=
B » Robert Jackson o
& Business Development
Business Developmes Per the Governor's Executive Order #10, our Chicago team should shelter from home until April 7th. Please be safe
& Chairman Announcements
(o
" Q?r Robert Jackson o
& Human Resources and staying safe. It's hard to say whether lllinols is readying to enter Phase 3 of reopening but my guess is that Chicago will continue the stay at
ay 30th
4 Marketing & Research 5
& New York Office 2
] A Onboarding Materiats ® T
1?' Robert Jackson o
# Practics Announcements
1 want to thank the amazing 2020 summer intern class for their hard work and f'm excited to announce that they have ¥ accepted full time roles as associates starting in
Oa # Time and Billing 2021
will be finishing up her 3rd year at Northwestern Pritzker School of Law
Y p his 3rd year at Joh
shing up her 3rd year at DePaul
2 We wish them all success In the final year at law sch exam
We look forward 1o all of these talented people joining the Bickers & Bickers family!
(o]
-
' 3 Q Search mmFiles
1 | ¥/ Send
S 8 o

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

2. Tojoin an announcement channel, click the +Add button at the top right of the Messages menu and then

Join Announcement Channel to view divisions that you can join

COMPANY

s Workstorm

ANNOUNCEMENTS

4 Messages + Add Join a Division %
New Folder...
AR p® 2& 96 @
S New Direct Message... Py T Ty ———
A-Z OB Recent Sorting Preferences {3 A .
New Channel... Chicago Brokerage
IT Updates and Deployme.
Join Channel...
. Operations Team

Remote Work Schedule C

Join Announcement Channel... fi

Volunteering Activities

e Mar 24th, 2020 - 4:42 pm

3. Click the toggle next to a division to request to join it

NOTE: If the division is locked, a division admin will have to approve your request. If the division is not locked, you will join
automatically upon requesting.

Messaging Folders

Organize your conversations into project-based groupings using a nested folder structure.

1. Click the Messages icon in the left sidebar
2. At the top right of the menu, click +Add

3. Choose New Folder from the menu

Copyright © 2024 helpdesk.workstorm.com
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<  Messages + Add
New Folder...
New A% m® o g w® .
New Direct Message...
e A-Z OB Recent  Sorting Preferences {3
’ New Channel...
Messages
Join Channel...
3 PERSONAL FOLDERS
Join Announcement Channel...
Files m Corporate Practice Group
8:30am
@ m Ops Team
Email @ Project Falcon Sam

4. Name the folder and click the green Create button

New Folder X
Name *

Project ABC|

Cancel

5. To view your created folder(s), click on the Folders tab in the Messages menu

a < Messages + Add
New APl m® 9® 29 o®
” Q A-Z OB Recent Sorting Preferences {3
Messages
() PERSONAL FOLDERS
Files M Corporate Practice Group
O M Ops Team
Email M Project ABC
20n M Project Falcon
D @ Project Lone Star
Calendar

M Project Violin

M8 Unused/Inactive Projects a4

Winrkenaroc

6. To populate your folder with conversations, hover over it, click the ellipsis ¢+ button to the right, and choose
Add Channel/DM

NOTE: You can add a new subfolder, move the folder to another folder, rename and delete the folder from the ellipsis
menu as well.

21
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PERSONAL FOLDERS

M Corporate Practice Group

all.Aawv

New Subfolder

Move to Folder

@ Ops Team
Add Channel/DM
M Project Falcon Rename
M Project Lone Star
Delete
M Project Violin
Bm | Iniicad/inactiva Praiactes A

7. Search for Folders, Channels, DMs, and Announcements to add to the folder and click the green Add button

Add to Project ABC X
1 Folders «# Channels 1 DMs + Announcements
B&B Deal Team 1- Welcome To Dunder Mif... Abigal Spencer Business Development
E Client Side Coordination 191 N Wacker Andy Richmond Chairman Announcements
Corporate Practice Group 191 Wacker Marketing Barry Smith Chicago Office
EV: Coordinated Research 1st Year Associates 4 Becki Simpson Human Resources
EV: Donations/Transplants ACME-Delta Team Becky Gonzalez Marketing & Research
External Specialists Accounting Betsy Lopez New York Office
Ops Team Acme Deal Team Brian Stearns Onboarding Materials
Project Falcon & Auto Clalms Bruce Warren ¥ Practice Announcements
Project Lone Star B&B Alumni Planning Cole Tansey Time and Billing
Project Maroon BGA Benefits Craig Andrews Workstorm
Project Missourl BGA Benefits Pricing Grace Evans
Project Violin BGA RFP Response Henry Doyle
Unused/Inactive Projects BGA Strategy Jack Wayne
Business Development Jason Doyle
COVID-19 Impact Assess. Jessica Taylor
ECSRs Jim Simpson
Cancel

Copyright © 2024 helpdesk.worksto
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8. Click on the folder in the Messages menu to access its contents

Email & Project ABC
. M Client Side Coordination
D e Auto Claims
Calendar
Becki Simpson
s e CSRs
Workspaces
& Practice Announcements
(o) :
~ m Project Falcon

Ci actions A
onnectons m Project Lone Star

Oa ® Project Violin

Meetings M Unused/Inactive Projects 4

9. Click the ellipsis *** button and choose Move to Folder to move content from one folder to another and
Remove to remove content from the folder

NOTE: You may also drag-and-drop contents from folders to rearrange your folder structure.

== Project ABC

M Client Side Coordination Move to Folder
22 Auto Claims

| Remove Channel/DM from Folder |

Settings
2 CSRs

Leave
& Practice Announcements

M Project Falcon

M Project Lone Star

10. Quickly locate folders, subfolders and conversations in the Folders tab using the folder’s search bar

e < Messages -+ Add
New A 00 20 o o®
’ @ A-Z OB Recent Sorting Preferences {3
Messiges external X
) PERSONAL FOLDERS
Files & Project Falcon
= = B&B Deal Team
Email @m External Specialists

=
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Alerts

Alerts appear in the top-right corner when you:
¢ Are added to a team

e Receive an urgent message
¢ Receive an @mention in a conversation

To access the Alerts menu, click on the Alert icon next to
your profile picture. To view alerts within its conversation
of origin, click Go To. Select Acknowledge or
Acknowledge All to dismiss unread alerts.

n o) _s 5, ese

Alerts X
-
Video
06/18/2024 12:35:49
Mentioned (N
Marco Barnes mentioned you in Marketing Audio
Team Updates.
[
Files
06/18/2024 12:31:51 o
Added To Channel i
You are now a member of Marketing Team
Updates (]
Export

06/18/2024 12:2816
Mentioned

Robert Jackson mentioned you in a direct
message.

l. 06/04/2024 03:55:59
Notice

Marco Barnes has modified company detalls

Urgent Messages

Messages that are sent as Urgent trigger an
Alert to the recipient(s).
1. To send an urgent message, DOa
click the Alert icon under the
message box

Meetings

2. Click the green Yes button on
the subsequent prompt w @

More

T’Mﬂﬂm
Help w Marketing Team  Send Urgent Message X

s November Reney

s Project Dunder N weekly Team Summaries. Are you sure?

& Weekly Team Su

EXTERNAL CHANNE
o ACME-Delta Teal,

“» BGA Benefits

lare
This message is about to alert everyone in

on.

No (2% h mFiles

iave a coffee meeting at 3:30.

'©_/‘@ n

e |

Urgent messages will appear as highlighted, making them distinct from normal messages.

a Jun 18th, 2024 - 12:43 pm
" Joyce Rose

Hey team, do not forget we have a coffee meeting at 3:30.
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Mentions
Use @mentions to trigger an Alert to an individual
member in a DM or Channel. R
1. Type “@’ followed by the first few letters of a Members in Conversation
colleague’s name 3 TR

2. Select the member from the dropdown list of
mention suggestions

Members not in Conversation

Q Chris Freeman
m
a Erin Matthews

a Joseph Martinez

Matt Lucas

@ Matthew Lucas

; Maxwell Kingery
1t 3:30.

Want to invite someone to Workstorm?

M;vessages Q dearcn - rnes

@ma

®©® ¢ @ & A

3. After selecting the member, their name will be aM & Search: “mFiles
highlighted in the message box

@Marco Barnes Can you print out the test cases docu

4. Write your message and press Enter on your
keyboard to send it and alert them

® ¢ @ o A

Reactions

Show that you like a message by clicking the Thumbs Up icon that will appear at the upper right corner of the message
on a mouse hover. Here’s an example of what it looks like when a user reacts to a message:

un 15th, 2020 - 3:21 pmr

Becky Gonzalezo & E oM™ B
3:21pm thanks, will review

]

Q Search mFiles

Send
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Flags

Flags allow you to color-code
messages and enable you to
search by those colors.

To flag a message, click the Flag

icon in the upper right corner of
the message and select a color.

Copyright © 2024 helpdesk.workstorm.com

s Acme Deal Team

’ Oct 9th, 2020 - T:4 am -
» Robert Jackson o Vidos
Here is the strategic target list <
Ausie
-
‘Strategic Target Listod Foes
68,00 KB - /002020 1134 am L]
Satmngs
=
Expact
© Downlosd [ Shars  © View
Flags x c000000000
—_— o =5 -~ s O~
Hore is the document that we should discuss. —————
nitos. oMW, SOM/EUXToy3ABE in-kae2h
LGSR started a video conference in this channel. Crick hare 1o joln,
@ Messages QSearch mFiles
I send

Q@ ¢ & & A

Press Enter o send o message
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CALENDAR & EMAIL INTEGRATIONS

Calendar

After logging in with Microsoft 365 or
Google, you will have access to your
respective calendar within Workstorm.

1. Click on the Calendar icon from
the left sidebar or click on the
More menu at the bottom of the
sidebar

2. Choose to sign in with your
Microsoft 365 or Google Calendar
account

3. Once signed in, click View
Calendar to pull up your calendar
in Workstorm

Copyright © 2024 helpdesk.workstorm.com

e { Calendar
New Jun 2024
37
(] Sun Mon Tue Wed Thu Fri  Sat
Messages 3
(| 2 3 4 5 6 7 8
Files
9 0 N 12 13 ¥4 15
>99
® 7 18 19 m 21 22
Ema
23 24 25 26 27 28 29
Calendar
Workspaces a
0 Add Google Calendar
Help Click to Sign In
Oa
Add Office 365 Calendar
Click to Sign In
e @
Mor
W®RKSTORM' B “ PG
- - Cricago Office 3 Cotendar
o < Casendar 7 wewtven  Calendar
""- S [ < > Jf oo | Jun 17 - 21,2024 e —
& A R AT o Mon WY Tue 6110 Wed &/ Thu 6720 Ao
i ab ca,
o 23 4 5 6 7 8
sar
9 0 Hn BB oM
- am
- s 7 B nan al
= 23 24 25 26 27 28 9 .
o}
Colerter
o
Oa
El
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4. Create a new event by clicking (e
) [

New Event at the top of the W Y R KSTOR M

Calendar menu or click anywhere T o 4 Chicago Office 3 Colendar

on your calendar

0 < Calendar 7/ New Event Calendar
New Jun 2024
@ @ Sun Mon Tue Wed Thu Fri Sat
Mon 6/17
Mos |
1
all-day
5. Inthe Create New Event pop-up Create New Event X

screen, choose to write event Fren Detals #iod PeopletoYour Event

details, add a Video Conference ‘ sl

call to the event, and add invitees — — : -

elact Provicer Remnder Show as Search Invitees

NOTE: You can always go back to edit 18 ki il
these event details, if needed. The event Ty = R
organizer is the only one with these 0 .
privileges. 02 faj (e § e

Meeting Invitation

Join meeting

Email

Connect Microsoft 365 Email

1. Click the Email icon in the left sidebar**

2. Click the Sign in button to enter your credentials and log into your email account

0 < Email

New

o To view your e-mail,
56 please sign-in to your Office 365

@ account.
Messages

0 ©) Sign in

Files

Email

**NOTE: Make sure you have enabled fully featured mode. If you do not see Email in the left side bar, contact your site
administrator to enable the Email integration feature.
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3. Once signed in, access your Microsoft 365 account inbox, folders, and settings

4. Reply, forward, archive, delete, or mark emails as unread from the toolbar on the right

, 1
W®RKSTORM B « 6
= Emal 96 (3 Calendar & Chicago Office - Files
e < Email / NewEmai  Email - Inbox (398) o
Test Case Review
(o)} ® / Dratis {j Robert Jackson g .
O & Sent htems Test Case Review chment 12
: [ 2 24937 am loply
@ Junk tostcasos.xisx o
(] EN
Files e - ar Reply All
& Archive Sent: 06/20/2024 9:37 am
- >99 Robert Jackson From: Robart Jackson <robert jackson@workstorm.com> -
& B&B Internal Comms Canceled: Review To: Joyce Rose <Joyce rosefworkstorm.com> Forwar g
Emat a Chott Mattars s12 Subject: Test Case Raview
s Conversation History "T "
ca = Outbox Joyce, 2
£ Settings D“l
¢ ; . et
Please find attached the test cases file that requires your review. e
rspaces Robert Jackson Your expertise is invaluable, and | lock forward to your feedback. a
Canceled: Emergency Response Review A s
(i ] - ; Robert
Oa
Robert Jackson
Canceled: Review
. &

Send a New Email

1. Click New Email from the top of the Email menu

W@ RKSTORM’

= Emall 96 3 Calendar

e < Email 7 New Email =

New

@ 37 # Drafts -
Messages <] Sent ltems
@ Junk
i Trash >99

2. In the New Email window, add recipients, CC other colleagues, write a subject line, and add attachments, just as
you normally would

3. When finished, click the green Send button

O

29
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Share an Attachment to a Channel or Direct Message

Click the ellipsis <+ button to right of the
attachment's name to bring up an action menu.
Within this action menu, you can choose to
download the attachment to your desktop by
clicking Download, save it to your Workstorm file

repository by clicking Store in Workstorm or save

it to your file repository and re-share it with a
colleague or team conversation by clicking Re-

share.

VIDEO CONFERENCING

Use video conferencing to collaborate with colleagues on projects on a face-to-face basis, utilizing features such as

screen-sharing, call recording and layout customization.

Starting a Video Conference (VC)

1. There are two ways to start a Video Conference:

Actions

Download

Test] Re-share

Store in Workstorm

testcasesdsx

Sent: 06/20/2024 9:37 am

From: Robert Jackson <robert jacksong@workstorm.com>
To: Joy <joyce.rose@workstorm.com>

Subject: Test Case Review

Joyce,

Please find attached the test cases file that requires your review.
Your expertise is invaluable, and | look forward to your feedback.

Robert

a. From a Channel or Direct Message, click the Video icon on the right toolbar within any conversation. This

is the recommended way for one-click to call. Everyone in the channel or direct message will be invited
automatically to join the meeting.

b. From the blue New+ button, click Video Conference. If you choose this option, you will need to add
attendees after the call launches.

Marco Barnes

Matual NDA v5.docx

Bvew & ten

Mtual NDA v8.docx

5

@ -

=]

.

&= Email 96 4 Calendar
e Video Conference... el
New : U] Direct Message... [sﬂ’
E] Channel...

Messages

Schedule Meeting...

O Connection Invite...

Files =
= Workspace...
Folder...
Email
o Email

Global Search...

Calendar

Copyright © 2024 helpdesk.workstorm.com
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2. After starting a call, you will be prompted to adjust your VC settings as desired and enable permissions for

camera and microphone

Allow Workstorm sccess to your camers and microphone so that you can be

seen and heard. You can turn off your camera and microphone at anytime

during the meeting

¥ Allow camera £ Alow microphone

Continue
Configure Your Input Devices
Request Permission to use Camera

Request Camera Request Microphone

Moderator Settings Display Settings

Save and Continue

3. Inthis settings screen, choose whether to start with camera and microphone enabled, to have a virtual
background, configure your input devices, and click the green Save and Continue button

Configure Your Input Devices

Select Camera Select Speakers

FaceTime HD Camera MacBook Pro Speakers

Video Quality Range Volume
Llo

Play test sound

Moderator Settings Display Settings

Set Your Defaults

Automatic Status

@8 Tum on *In a call* status

Camera

# . Start with Camera Enabled

Microphone
@® Start with Microphone Enabled

Virtual Background
&1 Start with Virtual Background

Select Microphone

MacBook Pro Microphone

Test Audio Input Volume

Test Microphone

Don't show me this again | Save and Continue

NOTE: If you do not want to see this default selection screen again upon starting a VC, click “Don’t show me this again” to

the left of the green Save and Continue button.

Copyright © 2024 helpdesk.workstorm.com
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Video Conference Invites

1. Invite additional participants by clicking the Invite icon at the top left of the VC window

2. Search for colleagues and select their names to invite them to the call

3. Click the green Send Invites button after they’re selected, and they will receive an invite via Workstorm app to
join the meeting in progress

4. Click on the Details tab in the invite menu to bring up dial-in information and a link to the VC that you can share
with colleagues or external parties that need to join the call

Invite

Invite
1 Workstorm Email | Details
Video Conference Link

https://app.workstorm.com/vc/968... & Copy

Dial-in Number

(951) 447-8676 ex:968-226-1741# B Copy

Email Template

Join the Workstorm video conference in your
browser:
https://app.workstorm.com/vc/9682261741

If you need to dial in by phone, please use the
information below:

Phone Number: (951) 447-8676

Access Code: 968-226-1741#

Copyright © 2024 helpdesk.workstorm.com
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Sharing your Screen

Share your screen by clicking the monitor icon from the left-side toolbar. Choose between sharing your entire screen or

sharing a window or tab specifically. After selecting what to share, click Share.

Choose what to share with app.workstorm.com

The site will be able to see the contents of your screen

Chrome Tab Window Entire Screen

The top secure collaboration platform for t...
& testcases_summary - Google Docs

(425) Workstorm

testcases_summary - Google Docs

o) Also share tab audio

ca ncel m

A green dot indicator over the Share icon will let you know you are currently sharing your screen.

Bl Sharing https://workstorm.com to app.workstorm.com View tab: workstorm.com Stop sharing
b 4 )

2 AR

Andy Richmo.

W R KSTO R M Features  Why Workstorm  Industry Solutions  Resources  Pricing  Contact Us r
@ -
. ' RJ
Secure collaboration v

platform for

operationally
complex and
dynamic teams

A powerful collaboration platform, built to protect
privacy and data, Workstorm is where you have your
most important meetings, share information on a need-
to-know basis, and stay focused on work.

Marco Barnes

Copyright © 2024 helpdesk.workstorm.com
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Choosing your Layout

Workstorm provides two VC layout options, Stage Mode and Grid Mode. Stage Mode will follow and enlarge the dominant
speaker. On the other hand, Grid Mode allows you to see other attendees in a grid layout based on your viewing
preferences.

By default, VCs start in Stage Mode. All other attendees will be located on the right side.

To switch to Grid Mode, click the View icon from the left-side toolbar to switch. You can always switch back to Stage
Mode by clicking View again.

Stage Mode Grid Mode

W% RKSTORM P oy Wty Sk Sunonos Py Gt ﬂ

Secure collaboration = == m
~ I
platform for '! :

operationally
complex and

)

Conference Chat & Direct Messages

Users can send messages to everyone in the conference with the Conference Chat. Access Conference Chat by clicking
on the Chat icon from the left sidebar.

@ Robert Jackson

Morning Joyce! Glad to be here.
R) Marco Barnes
Hello all! Hope you're doing well Robert Jackson

»-G)@ - 0

@ Andy Richmond W% RKSTORM e o it s i i B )

yone. Ready to get started when

Secure collaboration . B =)
. platform for

Joyce Rose & IS 2 4
operationally e <«

”

complex and
namic teams

34
Copyright © 2024 helpdesk.workstorm.com



W®RKSTORM

Send a direct message to a specific person in the chat by clicking on the Direct Message tab within the Chat menu. Use
the search bar to find the user you would like to message. Then, click on the speech bubble next to their name to write
them a message. Press Enter on your keyboard to send it.

Search user to message to

@ Andy Richmond
%) MorcoBames

‘g.) Robert Jackson

Robert Jackson

Let's sync up post-call. | have a few
ideas)

) &

NOTE: Conference chats are only available during the active meeting and are not accessible once the meeting ends.

35
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Updating Video Conferencing Settings

1. To access the VC settings, click on Settings from the left
sidebar
a. Depending on how large the window is, you may need
to access Settings by clicking on the More icon from
the left sidebar. Then, click on the Settings option.

Call Duration

2. In the Settings menu, adjust general conference settings as

. . Settings
desired and then click the green Save Changes button

Conference settings

Automatic Status

@® Tum on "In a call” status

Video Conference Start
@® Show Defaults on Start

Camera

®  Start with Camera Enabled

Microphone

# Start with Microphone Enabled

Virtual Background
@ Start with Virtual Background

Cancel

3. Click on the Layout tab within the Settings menu to make
changes to your layout preferences
a. You can change the number of video feeds that appear
on your screen and the location of the toolbar. Grid mode settings

Max Video Feeds

Settings

4. Click the green Save Changes button when finished

Set menu orientation

Cancel
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Joining a Video Conference

When a colleague invites you to join a VC, you will receive a toast notification at the top of your screen. You can choose
to click Join, Ignore, or Decline. Additionally, you will receive a message with a link to join in the respective DM or
Channel.

o~ —
e L] o’ r'l
W@RKSTORM - o] PG
Video Conference Call
= Emoi (3 Calendar # Chics Robert Jackson is calling you rt Jackson & Grace Evons 3 More...
e »« Robert Jackson Join Ignore Decline
Will do! -
New v Vides
23 «
o q?’ Robert Jackson o =
() Great, looking forward to receiving those. Please send over the files when you get a chance. Files
o]
o Joyce Rose
= Here Is the document you requested é)
Calond testcases_update.png
- 175.83 KB - 06/24/2024 1045 am
0 © Download (2 Share  © View
Oa q?' Robert Jacksone
" d 2:41 pee started a video conference
&M Q Search mFiles
« ¥/ Send
f @ o

NOTE: Choosing Decline will send a message to the person or channel inviting you that you declined. Choosing Ignore
will not send a message.

Jun 25th, 2024 - 12:51 pm
» Robert Jacksone

started a video conference. C

[_‘ Jun 25th, 2024 - 12:51 pm
© JJoyce Rose

declined the video conference invitation.

@ Messages Q Search mmFiles
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Upon clicking Join, you will be prompted to adjust your VC settings as desired. Then, press the green Save and

Continue button to enter the conference.

Configure Your Input Devices

Select Camera Select Speakers

FaceTime HD Camera MacBook Pro Speakers

Video Quality Range Volume

Display Settings

If invited to a VC as part of a Calendar event:

1. Navigate to the Calendar icon from the left sidebar
2. Click View Calendar from the Calendar menu

3. Click on the event to open the event preview

Set Your Defaults

Automatic Status

@® Turn on "In a call" status

Camera

@ Start with Camera Enabled

Microphone
@ Start with Microphone Enabled

Virtual Background

#  Start with Virtual Background

Select Microphone

MacBook Pro Microphone

Test Audio Input Volume

Don't show me this again

Save and Continue

W@ RKSTORM’

= Ema 96 {3 Colendar Chicago Office o
o { Calendar / Newtvent ~ Calendar

New Jun 2024

23
_ Mon 6/24 Tue 6/25
o 1
all-day
(s 2. 3 4 5 (6 -7 8 e
) 9 10 N 12 B W 5 0300m IR
= 599 Project Falcon Weekly Status
% TV 18 19 20 21 22 Cal
10am

27 28 9

G 0 10:30am

Calendar
Tam
11:30am
~
G Login to Goagle
12pm
i) % joyce.rose@workstorm.... v
H 12:30pm
RPN o 100 - 2:000m
=l p Project Falcon X-Team
lictays Coordination Calt
130pm
9:30am - Project Falcon Weekly Status 2pm
) 11:00am - Coffee with Robert
. @ 2:30pm

100pem - Project Falcon X-Team Coord

Jun 24 - 28, 2024

Wed 6/26 Thu 6/27

e ) el

m W:‘ work week

3 More...

Fri6/28

© 100pm - 230pm
AVD Client Weekly Recap

Copyright © 2024 helpdesk.workstorm.com
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4. Click the green Open Video Conference button to join the VC

Event Details

Office365 Calendar
@ Calendar

Weekly Client Review

Show as  Tentative

= oo

Video Conference Link

hitps:/fapp.workstorm.com/vc/1556157476 RC

Comments:
Some content in this message has been blocked.

Tue, Jun 25th from 2024 12:00pm to 1:30pm

Reminder  None

Attendees

1 Joyce Rose (organizer)
joyce rose@workstorm.com

l Sarah Evans

sarah.evansgworkstorm.com

¢ Robert Jackson

@ Delete Event

MEETINGS

If you do not integrate with Microsoft 365 or Google
Calendar, Meetings is an alternative method for
scheduling events with colleagues. To schedule a
meeting:

1. Select the Meetings icon from the left
sidebar

2. In the Meetings menu, choose Schedule
Meeting

Copyright © 2024 helpdesk.workstorm.com

0 < Meetings

Start meeting

Messages Schedule meeting...

Email

You don't have any meetings
scheduled yet.

Workspaces

o)
s

Connections

Meetings
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3. Inthe Schedule Meeting pop-up screen,
give the meeting a title, a start/end time,
and add invitees either by name or email

4. Click the green Create button when finished

After the meeting is created, all invitees will receive
a DM from you in Workstorm with the meeting
invitation and information. They will be prompted to
either Accept or Reject the invite.

Copyright © 2024 helpdesk.workstorm.com

Schedule Meeting

Meeting Detalls Meeting Attendees

Add a title for this meeting requredt Event Organizet

Test Case Details €5 Joyce Rose

Stert Invitees

Jun 24, 2024 D 12,30 PM
End

Jun 24, 2024 (] 1:00 PM Robert Jackson

&
é., Cralg Andrews
\

£ Andy Richmond

invited you to a meeting.

™ June 24th 2024, 12:30 pm - 1:00 pm CDT

Test Case Details

Reject

Q Search mmFiles
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FILES

Upload, share and manage your files on Workstorm. Integrate with various Document Management Systems (DMS).

Share a File

1. Share files within a DM or Channel conversation by selecting the Upload File icon to open the File Uploader, or
drag and drop a file into the message box

= ~
55rng Proferences O 2024 114
s: Robert Jackson o
Perfect, I' fook out for your emadl. By the way, did we decide on the software version for the testing phase?
S
o Joyce Rose
Wo loanod towards the latest version for compatibility reasons. Il confirm and update the documentation a
Upload X 2
"0
#'s proceed with that and inform the team. Could you also share the latest test cases docul
& OneDrive
& Googhe Drive
33 Dropbox
@ Manoge 3
10
W@ORKSTORM  Ward to receiving those. Piease send over the files when you get a chance
Search mFiles
s
I . = E

2. Choose to upload a file from your Workstorm DMS, your Desktop, or an integrated DMS, like Dropbox

3. Add a comment to accompany the uploaded file in the provided text box and click the green Upload button

Upload files to Robert Jackson

(estcases_updale.png
Test Cases Summary Update

Add comment

Here is the document you requested

Copyright © 2024 helpdesk.workstorm.com
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The file will appear in the Channel after it is uploaded. Users can Preview, Download or Re-share files shared with them.

7 A0
W®RKSTORM B “ &6
testcases_update.png uploaded successfully!
@ Ema 56 (3 Calendar h Chicaf
o < Messages + Add Robert Jackson
s 0 -
New. AR m® % "
@ sz Sorting Preferences & (@) t4th, 2024 - 1143 » .
s Joyce Rose D
Messages Will do!
2
L Al Files
(o= | DIRECT MESSAGES
Fie Andy Richmond i o
>99 Barry Smith q?’ Robert Jackson o )
Great, looking forward 10 receiving those. Please send over the files when you get a chance.
E&m Betsy Lopez
Grace Evans @ un24tn.2024-
D Joyce Rose
Henry Doyle
Calenda Here is the document you requested
Jessica Taylor
Jim Simpson I e
Kiley Jones testcases_update.png
175.83 K8 . 06/24/2024 1015 am
0 Marco Barnes 2
Pam Davis
Da EXTERNAL DMs
I © Download (2 Share © View I
Brian Stearns
Cole Tansey
aMm Q Search mFlles
Jason Doyle
Send
e Matthew Lucas -
Michael Morkin @ ©® ¢ @ o

To re-share the file with another user on the platform, click the Share icon. Choose the desired user(s)/channel(s) to
share the file with. There is a search bar for easier access as well. When ready to send, click the green Share button.

|
Jn 18th, 2024 - 114 - X
.?. Robert Jackson o Reshare File
Great, looking forward to receiving those. Please send ovel
o e Sy U e
' Joyce Rose
1 Diroct Messages
Here Is the document you requested
R ©
testcases_update.png =TT
“ 17583 KB - 06/24/2024 1015 am
2 <
testcases_update.png 1w
© Download © View
©
06/24/2024 10:95 am
&M Q Search mFiles
Inc Robert Jackson
By: Joyce Rose
2 ¢ @ o Cancel
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File Management

All files uploaded by or shared with you can be found in your Workstorm DMS in the left menu. You may also upload,
share, view and search for files here.

1. Select the Files icon from the left sidebar
2. From the Files menu, click Workstorm to access the DMS

3. Click on a folder to see its contents

W®RKSTORM® B «w 26 -
e < Files
: Q
Folders ~ + Add Folder
v “ Project Alpha Shared With You ' “ Uploads
= :\ g Video
o
Oa
.8
4. Search for files using the provided search box at the top of the page
W@ RKSTORM’ B A=
. R
("_JQ ~ D" 'k:‘ , user guide| x
- e
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5. Inside of a folder (Uploads, Video, or any custom folder you create), upload files to store for later use by selecting
the Upload file option on the right

(a . 0 & ...
W®RKSTORM “ £ Q
RS Py . = Fies
0 < Files
New 4 m Workstorm
Q
(=}
Folders ~ + Add Folder
-
™ Video +« Go Back
Fies
- o 0
= Dot
E oy ﬁ Test Cases
™ Manage
0 s OneDrive
m G
Files + Upload File
Alphabetically G M, Ascending OB
- m m m n n
20200227_ACME_Phas. 6_5_20 Raven Project O, ACME 2021 Strategy Do. ACME Corp Pitch Propos. ACME Corp Pitch Propos.
E

Document Management Integration
Integrate with Document Management Systems (DMS) directly in your Workstorm.

1. Click on the Files icon from the left sidebar

2. Under the Workstorm folder, click on any DMS folder, then click the green Login to Continue button and enter
your credentials to login to your DMS account

W®RKSTORM' o] o 26 -

-

e < Files O Retresh Foider
4 Workstorr:
o
a

44
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3. View, download or re-share a DMS file by selecting the ellipsis <** in the top right of a file, then choosing the

respective option

( »
W®RKSTORM
= Emal (2 Calendar 4 Chicago Office
0 < Files
New e Workstorn
Files
) 56 m Project Alpha
T M Shared With You Alphabetically QB F
» @ Uploads
-
m Video
Flles
m Boxcom
F View File Detalls
m Manage @ View and Download
! = OneDrive
Calend » Share File
m Google Drive
= Move File to Folder
o Delete File
Helg
Oa
aldean jpeg
.6

o] o P

™ Files
© Refresh Folder
+ Upload File
Ascending QB
(1) Workstorm - staging.w. 3.png 4png 65.png
Ali.png CM_200-8.4b Change C. Device Monitor Workstor, draisaitl jpeg

SEARCH

Utilize both Global and Local conversation search to quickly find content that you're looking for across the Workstorm app.

Global Search

Find messages, Channels & DMs, files and

meetings using the search bar at the top-center of your app.

1. Click into the Global Search bar and enter a keyword to search your history across the platform

asa  Chicago Offce
@ Chicage - Partners o\.e s Chicage Office - @ 15t Yoar Associates
(V] -
Joyce Rose © teement [ - -
& nimma W
|/~
& Rovet secksons Sooant Qmew Swe
s lle s e 9
) AN s
o & Rovert inckaons
el
& R asens
& Roven secksens
Y= LT o , € nm

Copyright © 2024 helpdesk.workstorm.com
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2. Search will display results matching the keyword across messages (direct message, channels, and
announcements), files, and meetings to which you have access

test cases X

Fiter: A® % 400 % 00 See all 3 results

n Name: |32 S xisx
Stored: Workstorm
Uploaded: 06/18/2024 11:55 am
Size: 113.39 KB

EY  Name: = oxisx
Stored: Workstorm
Uploaded: 06/18/2024 11:53 am
Size: 11339 KB

o 06/18/2024 11:42 am @
‘?, Robert Jackson

Robert Jackson: Thanks, Joyce. Let's proceed with that and inform
the team. Could you also share the lai=5dcsde: 125 document?

3. Filter by the type of result you're looking for with the tabs under the search bar

v

acme A

Filter: AT -2 92 Oa See all 73 results

m Name: 20200227 ¢, = Phase 1 Diligence Report.doc
Stored: Workstorm
Uploaded: 02/27/2020 9:12 am
Size: 58.00 KB

[ Name:=//510K.docx
Stored: Workstorm
Uploaded: 06/12/2020 12:09 pm
Size: 494.83 KB

[ Name: i) /510K docx
Stored: Workstorm
Uploaded: 09/09/2020 9:44 am
Size: 494.83 KB

4. Click on the Advanced Search icon to the right of the search bar for more filtering options, like flag colors and
timeframe

=]

Advanced Search X

& Robert Jackson o
Thanks Jim

3 MarcoBa  gqarch within

Reshared F
-, . 5 23¢d. 2
% All Messages 1‘ Joanna Smith e
# Channels & DMs Uploaded file:
#ACME dool BChannels &€
¥ Files
@&
% Meetings
eed Deselect all Select all
2
& view Flagged
ca90 team shouid sheiter from 1 00 om0
wyenz O O
g Marco Ba e 25, 2 2
<7 Robert Jacksono
Time foame guys- we are under
3 2 3 Any Time
Marco Ba G Aorasn2
‘ Joanna Smith o

Reshared F

1l be there

Reset

P R "
d Joanna Smith o
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5. Click See all results to open an expanded version of Global Search

acme

X

Filter: AT® 62 ,02 (8 O See all 73 results

[i7]

m Name: 20200227 .=,/ = Phase 1 Diligence Report.doc
Stored: Workstorm
Uploaded: 02/27/2020 9:12 am
Size: 58.00 KB

[ Name:i<))|=10K.docx
Stored: Workstorm
Uploaded: 06/12/2020 12:09 pm
Size: 494.83 KB

6. Preview different results by clicking on them

in the Global Search pop-up screen

Global Search

ki X n
Previous

® ™ 8 * 0 Clo

Messages s' Robert Jackson s

§ 09162020 235 pm N Wel use this channel o discuss the deal
“* Acme Deal Team
Robert Jackson: Wo'll use this channel 1o
discuss the deal
Here is the strategic target kst

I3 ,».Ju;.j‘;::;,‘, °

Robert Jackson: Here is the T~ 10K
repont that you asked for

OR12/2020 12:00 oo
& BGA Strategy ® m

Robert Jackson: Here Is 10K
document
Strategic Target Listxis
@ 022772020998 am ° 5800 KD - 19082020 1114
©* Practice Announcements

e groot team
o RFP. Wel D Oomtend
0 over changes to

£ Share

* @ View

Robert Jackson: Congrats to @Joyce Rose

snd the team. They are working on & Next
very st vaction and Im sure wel

mpress

X

Go to Channel

Copyright © 2024 helpdesk.workstorm.com
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Local Search
1.  Within a message, click Search above the message box
2. Type in keywords to search, then press Enter on your keyboard
W@ RKSTORM' B “« £

- Ema ” 3 Calendar s Widget - Internal
e < Messages +Age M Widget - Internal
-
S g g W
.' AZ @ Recent  Sorting Preferences © Downlosd 2 Shwe  © View .
-
o] # New York Office 2 ooy
: Robert Jockson: Uploaded fie o
Income-statement.xisx
@ Project Dunder n R
- v .o 3895 KB - 06:02/2020 10:37 po
= Andy Richmond: See Relativity files G .

sbove, please let me know Fapar

* Faicon Client Team

D Maxwell Kingery: Robert - Here are the
requirements for the mixe. © Downiosd (2 Shae  © View
& Acme Deal Team

Robert Jackson: @Robert Jackson
started a video conference in t

o " ACME-Delta Team G Becky Gonzalez o

Maxwell Kingery: Thanks for setting Will do

this up Robert! Here ace s.

Next

Oa

5 Chicage - P @ Messages ™ Files

Robert Jackson: Uploaded file

statoment Q search

oo ® 4 BGABenefits Pricing A Searc

Robart Jackson: This wil hoip Fotorby.  AnyTime PostedBy v Flags X 00000008 & OvyFin m
it everyone in this Team

3. Refine search below the message box to filter by time, message sender, flag colors, or to only show files
uploaded or shared in the conversation and click the green Apply Filter button

@ Messages QS m Files
statement Q search
Filterby  Any Time Posted By Flags X 02008 © 2 Only Files|
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CONNECTIONS

Access an online registry of all members, including external connections, you're able to collaborate with on Workstorm.

Search for a Connection

1.

2.

Search for a member’s contact information by selecting
the Connections icon from the left sidebar

At the top of the Connections menu, choose to view All
Connections, Your Connections, or the Company
Directory

Type the first few letters of a member's name in the
search bar to find a specific connection

Click on the User Information button to the right of the
connection’s name to view their contact info, start a VC
or jump into a DM

NOTE: Only the information the member has elected to include
in his or her profile will appear as contact info.

Copyright © 2024 helpdesk.workstorm.com

G {_ Connections Add
New I 4] s X %
o 23
"
£ "g Andy Richmond & 0
Files
Anthony O'Con... @ 0
]
v
ey &' Ari Widen & o0
m ;, Barry Smith & 0
Calendar &) Partner, Corporate
“ Becki Simpson & 0O
“ Becky Gonzalez & 0
o
L]
Connections (, Betsy Lopez RES
o < Connections + Add 2 Marketing Team
New 4] w X
o 23 Robert Jackson X
™)
. Rob X
O % Rob Drasin & 0 g
9 ‘. ’
99 & Robert Jackson e E CONTACT INFO ADDRESS
312-907-8097 191 N. Wacker Dr
}i Timothy Robins..«+ @ @  tester3zhang@igmailcom Ste. 125
%y Chicago 60606
O . T
vid Email  Message
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Add a New Connection
There are three ways to add a connection: email invite, personal connect link, and channel connect link.
Via an email invite:

1. From the New+ menu, click Connection Invite

- =
Video Conterence.. A New C ion Invi o
© | . Vieoconterenco ew Connection Invite
New Direct Message..
= Add a New Member Invitations to Send
@ nce}
-] Channel Emall requred) John Doe %
Messages Schedule Meeting janedoe@company.com v
D on Invite... First Name {requirect)
Jane v
o Workspace...
99 Last Name Geavbed
a5t Name (requeed)
E Foider.
Dosdf v
Email
[:J Save and Add Another
Global Search.
Embed Website..
Michael Morkin
O Nick Stech
oA Cancel
2 Tim Rodgers

2. Add your connection’s email and name
a. If multiple invites are needed, select Save and Add Another
3. Click the green Send Invite button

Via a personal connect link:

1. Click on Connections from the left sidebar

2. Click the +Add button on the top right of the Connections menu

e < Connections + Add | 2* Marketing Team
New 41 sfte
Your personal connect link
o
https://app.workstorm.com/connec B Copy
Message
55 Adam Stern

Files
Adrian Miller
= @

3. Copy your personal connect link and send it out to a colleague you want to connect with on Workstorm

4. Once the invited user has completed their Workstorm sign-up using the sent connection link, you will receive a
toast to Approve or Reject the connection request

Todd Stevenson would like to connect with you.
Chica ertJ

) Te Accept Reject Cancel

50
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5. You may also view the request in the Pending Connections section of the Connections menu

a < Connections + Add

New All 4 P " v
@ 23
Message
Todd Stevenson
D toddstevenson@282
Files

=

6. If you approve the connection request, you can start sending messages, sharing files and collaborating with your
new connection

As a Channel Admin on Workstorm, you can send the channel’s connect link to a colleague to add them as a member of
that Channel:

1. In a Channel, click on the Settings icon from the toolbar on the right

2 Project XYZ

This Is the start of the #Project XYZ channel. Use this channel for conversations, e
calls, sharing files and updates with your team.

@ Say "Hello" O Settings

Q Search mmFiles

Send

51
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2. Copy and send the channel invite link at the top of the pop-up screen to the colleague you want to add to the
channel

Project XYZ X

https://app.workstorm.com/connect/fX8dVVagkQ9

Add member

m Joyce Rose 2 Admin &

Close

SPECIAL FEATURES
Workspaces

Organize multiple conversations into project dashboards called Workspaces that allow you to interact with multiple
conversations all on one screen.

1. Click the Workspaces icon from the left sidebar

2. Click the +Add button at the top right of the Workspaces menu

3. Choose New Workspace

6 <{  Workspaces + Add Add X
New
@ 18 Chicago Office New Workspace...

Corporate Practice Group LELD pIalt v 1 ueay

Messages meet and get up to
Donations/Transplants
(B Falcon - B&B Team @) Ju123rd,2020-9:514
File " Joyce Rose
- Falcon - Client Team Y
Check this out.
My Company
Email My People

D Project Violin
Calendar

Research Efforts

Workspaces

© Download q
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4. In the New Workspace pop-up screen, designate a Workspace name and select an icon to represent it

5. Select the green Create button

New Workspace X

Create a New Workspace
Project 123

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

Icon
*pﬁmava
YV § = ®§ 8 @ =

Cancel Create

6. Add conversations to your workspace in the Edit Workspace pop-up screen as desired

4 Chicago Office 4 Project 123 s Marketing Team e Family Consents m Files
t123 O
bo Of ig A
Edit Workspace X
ying to
nue the
e Chic @M M Managed f f o]
hgh Jur =
ert Ja
hitothy  Announcements Channels Direct Messages
xcited ! Business Development 1- Welcome To Dunder Miffin @D Cralg Andrews
ciates ¢
Chairman Announcements 191 N Wacker @D Marco Barnes
W @ Chicago Office 191 Wacker Marketing Pam Davis
. Jun 24
Human Resources st Year Assoclates Henry Doyle Je‘ryc
hth Marketing & Resecarch ACME-Delta Team Katherine Ellison
vish the
ook for New York Office @D Accounting Grace Evans e
"
Onboarding Materials Acme Deal Team @D Sorah Evans
Practice Announcements Auto Claims Becky Gonzalez
Time and Billing B&B Alumni Planning @ Robert Jackson
Barn« ih
Workstorm BGA Benefits Kiley Jones
co Bal -
15 invited you to & video conference. Click here 16 Join R i e e wd
Great, looking forward to receiving those. Please send over the files when you
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7. Click over to the Settings tab in the pop-up screen to adjust your Workspace settings as desired

a. Rename, adjust layout, change icon, or choose to delete the Workspace

Edit Workspace X M9
wnle n
<l = E ‘
am o
Ja
Workspace Name Layout Icon Ip
pulat
Project 123 {2 m
- i
Ja
@0 Show Unread Message Counter
Sl
a0
Ja
[sov
Wil ¢
) o
Ja N
ery
W
 the
of
hic
June 15 or until further notice.

8. After your Workspace is set up, you can always return to this screen to make changes by clicking on the green
Settings icon next to the Workspace name

(STORM"

96 (%) Calendar 4 Chicago Office X Project123
Vorkspaces + Add % Project123|0
Edit Workspace

hgo Office © Downlc
orate Practice Group & Bm Managed Folder File {3 Settin
htions/Transplants ‘? Jun 20th, 201

» Robert Ja
bn - B&B Team

Congratulat

bn - Client Team
ompany ‘? Sep 13th, 201 Announcements

» Robert Jai Business Development

eople

e = PP O] DA [
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Tabs
Tabs allow users to organize and quickly switch between multiple conversations and/or features. You can create new tabs
for:

e DMs and Channels

o  Workstorm's DMS and/or an integrated DMS

e Calendar and/or Email

e Divisions and/or Company Announcement Channels

o Workspaces

W®RKSTORM B o £ 6

- . ® ~ “ Q
= Email 3 C h Chicago Office & Robert Jacksor 1 & Grace Evan & Michael Mor

If you hover over an existing unlocked tab or new tab you will see a Lock icon. Click the Lock icon to lock your tab in
place. Locked tabs will stay pinned in the location you’ve chosen unless you unlock the tab. Unlock a tab by clicking the
Lock icon again.

NOTE: If the tab is unlocked, it will be replaced by the next conversation or feature that you select. You can further
customize your tab preferences in Settings > Display.

¢ Chicago Office ) & R

To add additional tabs, click on the Plus icon to the right of the tabs.

& Grace Evans

Upon adding a new tab, a Quick Select menu will appear. This menu provides options to open most recently used
conversations in this new tab. You can also search for a conversation or create a new channel.

Quick Select

{11} f11} £11}
Project XYZ Tissue Requests University of Mic

Kotherine Ellson

Copyright © 2024 helpdesk.workstorm.com
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If you lock more tabs than will fit in the top bar, an overflow menu will appear. Click on More to access your additional
tabs that you can lock in place, if necessary.

Robert Jackson

o

Joyce Rose

Wil go!

L Al

s Family Consents
Katherine Ellison -
e Project XYZ

+ Add

Tabs in the top bar and the More overflow menu can be dragged and ordered to your preference. Just hover over the tab
with your mouse, then click and drag the tab to the desired location.

Jackson

Katherine Ellison

1r  Marketing Team
sr Family Consents
s Project XYZ

+ Add

« K rﬁb“

3 Mo

Custom Status

Keep your colleagues updated on your status and add custom statuses, like Out fo Lunch or Commuting. By default, there
are two status options: Automatic and Away. To change your status:

1. Click on your profile photo in the top right corner to pull up the Status menu

Click on an available status to activate it
Toggle Video Conference Automatic Status, which is enabled by default, to automatically change your status

when you are in a call

+ Add a Custom Status

Jul 26thil video Conference Automatic Status
Joyce]
@ Tumn on "In a call" status

| o 9 x ' @
¥ Joyce Rose
Set Status
rahEBv v ° Automatic “mZ
Mee ® Away
DND ' |
26th t lunch a
Sarah AN / W

6 -

)

Copyright © 2024 helpdesk.workstorm.com
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4. Click on Add a Custom Status to create a personalized status option

Y T
o ) x (@
) Joyce Rose .
Set Status
rah Ev v @ Automatic w2
Mee ® Away
DND |
JSa::I; At lunch / @

+ Add a Custom Status

Jul 261 Video Conference Automatic Status
Joyce

@ Tum on "In a call” status

Your status will a

5. Create a custom status by giving it a status name, icon color, and icon
6. Click the green Save button when finished

x @

n m Joyce Rose

Set a custom status message

Custom status message
bh Ev =
Mee Commuting

Sa;;t: Choose a color
L AL

Custom Icons

W22h o = 2 @ & \ |3 ©
Hoyce

Recent

1. To view recent messaging activity and notifications, click Messages in the left sidebar

2. Atthe top of the Messages menu, toggle to Recent

= Email %6 (3 Calendar
° <{ Messages + Add Calendar

N [ -

’ @5 ] ~z @ Recent | Sorting Preferences 3

Mon
Messages
all-day
= 2 Project Mercury
e Joyce Rose: Great job guys! 8am
g ©Betsylopex 8:30am
Joyce Rose: Happy Birthday!
Emal 9am

2t Test Cases Review
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3. Click on Sorting Preferences to set sorting defaults for your messages

W®RKSTORM®

&= Email 96 (% Calendar ¢ Chicago Office = Files

Colandar

0 <{ Messages + Add

Sorting Preferences

New Al b m. .l. ". I Set sorting defaults for the messaging sidebar
. A-Z @ Recen Sorting Preferences {3
’ A-Z Show last message
Messages
Recent @D Show last message
D farco Bamee | J S—
Files Marco Barnes: @Marco Barnes invited

you to a video conference.

8am
>99

“» Marketing Team Updates 5
Email Andy Richmond: We have a 8:30am
due/proposal date for the latest init...

9am

G Pam Davis
Calendar  Joyce Rose: 9:30am I
Project Falcon Weekly Status Call

e 21 Company Internal Chat
eee 10am

Andy Richmond: you guys keep me

Workspaces feeling young!

anon

STREAMS

A Stream is a unified dashboard designed to help manage projects and matters. They organize Tasks, Channels, and
Files into one pane of glass, allowing teams to collaborate securely and efficiently.

To enable the Streams feature, please contact your account representative.

< Sweoms +Add  ©o Eagle Matter ]
Wednesday, December 11th 2024, 12:19 pm
A QD Wy Susems
3 2 0000000001 ® Detsils 7 Files ——— £ Filos (4) | m
» &5 00000100002
Streams ceganize Tasks, Channels.
3 02 ABC Mateer Case 4259 and Files into ane pane of glass, H ea d er m Client-Feedbockl.dock
alowing teams b borate securely
2 03 ABC Matter Case 7003 3 efficiently
o aneetiae Engle Matter.pdf 242 &
Flles m Mutus! NDA vB.docx : °
Panel [ TermSheetvidoo 2 8-
— prees | CETE -
N Due dote
™ High © Completed Dec10,202412000m (@) Marco Barnes 8 VercoBames NA
=z Low In progress 5,20259000m  Jan¥0.20255000m @ AndyRwmons [ MercoBames NA
dons ~ High it 025000em  Jan17,2026200pm € Joyce Rose B AcyRchmond  NA
Pane ™ High 1 progeese Jan 17,2025 1200pm  Feb'4,20 29 8 AvoyRehmond NA
~ Medium Not sterted Not set Mec07.20256000m (@ 20 @ Aoy Renmens NA
Channels — acuonmese | [+ A o |
Header 8 All Teams (EM) (4 ~ B Clients (EM) © Z B8 Marco, Andy, Joyce (EM) [F
ki et Lo SRR SRR
Dec 1, 2024 0 v Matter Upicaded file
e Marco Bamnes
and welcome to Eagle (B D0S 7 F00 - 1t
Channels — i Cotdndat o 7 Steve Willis . o
0 about the project
Panel Thanks for the innvite!
2 SO, 2024, 127 & Tim and | are ¥ 10 take the next
e Marco Bames steos fonvers s teorm
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Using Tasks

Any member of a Stream can create and manage their own Tasks, as well as assign other members as Assignees and
Watchers of those Tasks. Please see the following table for a breakdown of Task permissions:

Role Description Access
Stream Admin | Manages a specific Stream Can view and edit details of all Tasks in the Stream
Task Owner Created the Task Can view and edit Task details
Task Assignee | Assigned to the Task Can view and edit Task details
Task Watcher Granted visibility on the Task | Can view Task details, but cannot edit them

Tasks Panel

The Tasks panel provides a brief overview of tasks you have permission to view or edit in a Stream and displays the top
tasks with approaching due dates. Click on the Tasks header to open the full Tasks dashboard. Select each column
header to sort Tasks by the ascending or descending values in that column.

0am D¢

Jan 08, 2025 9:00am

N/A

N/A

Jan 13, 2025 9:00am Jan 17, 202% 12:00pm B JoyceRose NA

,202512000m @ @
a
24

NA

Jan 17, 2025 12:00pm

N/A

m

Additionally, select the Settings gear icon beside the Tasks header to reorganize your Tasks. Check or uncheck boxes
to show or hide the columns. Click and drag the ellipsis to the left of each name to change the order of columns.
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Show/Hide Columns

Nam
[ EIName
ira

: ™ Priori
Set o ty

Status

)
0y

Start date

&

-,
D

Due date

: Owner

2 Ct
: Assignee

] Team

-~
g7

Tasks (5) &

X

Z ees

T KB b
12/10/2024

Tasks Dashboard

The Tasks dashboard provides a detailed view of all tasks you have permission to view or edit in a Stream.

co E = Matter / Tasks
+ Add task
- 01 1
Ne: Overdue Not starte

Tasks (5) &

Name
.. M High ©® Completed
Low In progress
M High In progress
™ High In progress
i ° ™ Medium Not started

Start date
Dec 10, 2024 11:00am
Jan 06, 2025 9:00am
Jan 13,2025 9:00am
Jan 17,2025 12:00pm

Not set

Due date &
Dec 10, 2024 12:00pm
Jan 10, 2025 5:00pm
Jan 17, 2025 12:00pm
Feb 14, 2025 12:00pm

Mar 07, 2025 5:00pm

Assignee

& MarcoBames
8 Andy Richmond
6 Joyce Rose
20
2o

= Filter

Tasks by Status

Not started In progress
@ Completed ® Blocked
Tasks by Priority

Not set Low
® Medium e High
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In addition to sorting and restructuring columns, members of a Stream can also filter tasks by specific field value. Select

from the list of Quick Filters provided, or click +Add Filter to create your own.

Start date

Due date Not set Low
® Medium @ High

Owner

Assignee

Team

Filters X = Filter
Quick filters
1 tus
Not sf O My tasks O Incomplete tasks (O Complete tasks (O Due this week O Overdue
+ Add filter .
Status - Applied filters Clear all
In progress
® Cc @ Blocked
Where Name A IS p 4 X
In
- Select Field —
In
n N ity
Nc Priority A /

— -

Creating a Task

There are several different places a Stream member can quickly create a Task:

e Streams Sidebar: Quickly create a task from anywhere in the platform.

Stream Details

New Task
i Channels

B velans
Tasks

¢ Tasks Panel and Dashboard: Click the +Add Task button to quickly create a new task, straight from the panel or

dashboard.

ICE IO + Add task [
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¢co Eagle Matter/ Tasks

4 Add task

Task Details

In the New Task pop-up, members of a Stream may enter the following information:

e Name

e  Priority (Not Set, Low, Medium, or High)

o Status (Not Started, In Progress, Completed, or Blocked)
e Start and Due Date and Time

¢ Required Custom Fields

e Description

e Assignee(s)

o Watcher(s)

¢ Non-required Custom Fields
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New Task
Eagle Matter

Draft Term Sheet Priority

Status Not started v  Startdate Jan 06,2025 % | 9:00 AM

Due date Jan 10,2025 %  5:00 PM

Description

Andy, please create a new Term Sheet ahead of our Friday meeting with Steve and Willis. Please see the attached file for more
information.

> Assignees

> Watchers

» Custom Fields

/7 Templates | v

To add Assignees and Watchers to the task, input the name of a Stream member into the search box and select the
corresponding name.

v Assignees

Joyce x

v Watchers

| | Andy Richmond X & Marco Barnes
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If there are additional custom fields to add, open the Custom Fields dropdown, select the relevant field, and assign a
value.

v Custom Fields

Location
DTPCHUCTICTS X
Iteration Number 2 X

When finished entering task details, click the green Create Task button. You may also click the dropdown to reopen the
task immediately or duplicate it.

Create and open

Create and duplicate

Using Templates

Templates streamline the creation and organization of similar or duplicate Tasks. To create a template from an existing
task:

1. In the panel or dashboard, open the task from which you would like to make the Template.

2. In the Task Details pop-up window, click on the Templates drop-down in the bottom-left corner.

3. Click Mark as Template.

/' Templates | v

Mark as template

64
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4. Name the template and click Save as Template.
To apply a template to a new task:
1. Click the +Add Task button.
2. In the bottom-left of the New Task pop-up, click on the Templates drop-down.

3. Click Apply Template and select one from the list provided.

/' Templates | v

Apply template

Task Files and Activity

After creating a new task, the Owner, Assignees, and Watchers can upload files via the Files tab of the task pop-up. Files
uploaded to a task appear both in the Files tab and in the Streams File repository, where they are accessible only by the
aforementioned users.

Draft Term Sheet 10 Copy ID

Eagle Matter

m Term Sheet.docx 2935 KB @ Marco Barnes

Additionally, users can review past actions in a task, as well as send messages, via the Activity tab of the task pop-up.

65
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Draft Term Sheet 10 Copy ID
Eagle Matter

has been assigned to the task

Dec 12th, 2024 - 2:40 pm
Marco Barnes
Custom field Team has been setto B
Dec 12th, 2024 - 2:41 pm
Marco Barnes

added the file Term Sheet.docx
Dec 12th, 2024 - 2:42 pm
Marco Barnes

Note: Run by Joyce before sharing with clients.

Using Channels

Members of a Stream can only view the Stream Channels to which they are added.

Channels Panel

The Channels panel provides a view of recent activity in your Stream Channels. Click on the pop-out icon to open the
Channel in a new tab, or the ellipsis to quickly start a call and view files.

Click on the Channels header to open the full Channels dashboard. Depending on the number of Channels in the
dashboard, you can also click Go to Channels or View all on the right side of the panel.

& Channels (6) Videa

¢ All Teams (EM) [Z2 a1 Clients (EM) ** it Marco, Andy, Audio D
Matter! Uploaded file:
Files

a Marco Barneso

Helio all, and welcome
Matter. Pio G
more information about the project.

Doc 1ith, 2024 - 11.01 Mutual
Steve Willis ., o NDA D

vb.docx

Thanks for the invite!

&  Doc 1o 2024 127
Q Marco Barnes o

Channels Dashboard

Once you open the full Channels dashboard, you can send messages, start a video conference, and share files as
normal. For more information on how to use Channels, click here.
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co Eagle Matter/ Channels
B All Teams (EM) = \ m [/ B Clients (EM) = \ m [/, B Marco, Andy, Joyce (EM) =\ =[]
Dec10th, 2024 - 11:27 am =
Marco Barnes o Here you go, Andy:
Uploaded file: Uploaded file:

Dec 10th, 2024 - 11:29 am
a Marco Barnes o
Steve and Tim, welcome to Eagle Matter!

Eagle Matter.pdf Mutual NDA v5.docx

- 62.42 KB - 12/10/2024 11:27 am Dec 1h. 2024 - 101 am - 28.59 KB - 12/11/2024 1115 am
Steve Willis ; o
Thanks for the invite!
© Download 2 Share @ View Tim and | are stoked to take the next steps forward with © Download 2 Share © View
your tesm!
« « «
B Team A (EM) = \ m [/, B TeamB (EM) = \ m [/ B TeamC (EM) =\ wm[]

Joyce and Becky, you are Team C.

Dec 10th, 2024 - 11:27 am

Marco Barnes o

ﬂ Dec fith, 2024 - 11:14 am
Barry and Jennifer, you are Team A. “"  Joyce Rose
Becky, let's get rolling. I'll give you a call momentarily.
Dec 1ith, 2024 - 12:00 pm Dec 2024-11:28 am
@ Marco Barnes o a Marco Barnes o started a video conference in this
channel.
Reshared File: Andy and Craig, you are Team B.
e Dec 1ith, 2024 - 1116 am
a Dec 11th, 2024 - 10:59 sm Marco Barnes o
Andy Richmond o
Term-Sheet-vi.docx declined the video conference
Craig, are you free to meet around 12PM CT today? invitation.
A 1032 KB - 12/11/2024 12:00 pm
% « %

Using Files

Members of a Stream may view all Files shared via one of the following methods:
e Shared within a Stream Channel, of which they are a member
e Uploaded to a task, of which they are an Owner, Assignee, or Watcher

e Uploaded directly to the Files panel or dashboard by any Stream member

Files Panel

The Files panel provides a view of all accessible files in a Stream. Click on a file to preview it and access the Full View,

Download, Reshare, and Delete options. Click on the Files header to open the full Files dashboard.

[® Files (4) + Upload file

m Client-Feedback-v1.docx 1032 KB Steve Wi
Eagle Matter.pdf 62.42 KB & Vorco Bomes
m Mutual NDA v5.docx 28.59 KB O Joyce Rose
m Term-Sheet-vi.docx 10.32 KB & Vorco Bomes
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Files Dashboard

In the Files dashboard, search the repository for files shared with you in the Stream. Click on a file to preview and view
the full range of options, or quickly click on the icons to the right to Preview, Download, or Reshare.

co Ec Matter / Files

m Client-Feedback-vi.docx 0.32 KE Steve Willis DDD
Eagle Matter.pdf 62.42 KB - BN Barne

m Mutual NDA v5.docx 2859 K3 @ Joyce Rose

m Term-Sheet-vi.docx 0.32 KB & Marco Barres

SUPPLEMENTAL FEATURES
Emojis

Add Emojis to your messages to convey tone or emotion. Select the Emoji icon below the message bar to select an

Emoiji, or type “:” and a keyword for a list of suggested Emojis.
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YouTube

Embed YouTube videos in your conversations by copying and pasting the URL into the message box.

Export
0 r 18th, 2024 - 12:57 pm s
®

bece Rose

@ Nvidia's Road ToI$3703

NVIDIA'S W
EPIC RISE

1257 pm

TO $3 TRILL.—..

Did you see this?

aM Q Search mmFiles

| 7/ send

GIPHYs

To embed GIPHYs in your conversations:

1. Type “/" and select the GIPHY pop-up above the message box

2. Then type the word you wish to convey in an animated image and press Enter on your keyboard

& Message Q Search mmFiles

/giphy happy birthday|

® ¢ @ o A

Jun 18th, 2024 - .03 pm

Joyce Rose

/giphy happy birthday!
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DESKTOP & MOBILE DOWNLOADS

Desktop App

Access Workstorm via the desktop app for Mac, Windows, and Linux.

Mobile App

Send and receive messages and files on the go by downloading the mobile app for Apple or Android. Once downloaded,
adjust notifications so you never miss an alert.
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