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11 Communication & Collaboration \

Basic tools for communication and collaboration for

workplace, groups, buddies
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1.1 Basic Tools for Daily Routines

N N N N N N N Wa” .
- Ann. Notes Tasks Events Albums Files Links Polls Dashboard Approvals
N N N N N N N N Calendar N N

Member 5 5 5 5 5 5 5 5
Private e e i e i e e e e
Space N N N N N N N N N



1.1 All-Purpose CollaboratioHTVool

& Announcements [ Notes Tasks B8 Events
For policies, .. Topics of Task assignment. Set company events.
guidelines, bulletins. discussion.
Progress track. Shows participants.\,\/

Emphasison - Knowledge share. ~_
timeliness.

@ Files 2] Albums & Links @ Polls

File & document Photo share. URL link share. Create opinion polls.

share. .

Show proofs. Conduct fair votes.

. ‘ 45‘3‘ WorkDo



1.2 Experience It!

Experience the convenience WorkDo can bring to your workplace NOW!

Table of Contents


https://workdo.co/Info/DocsQuickStartIntro/en

1.2 WorkDo Handles Everything!

Invite teammates
Group settings
Post

Group tools

Posts
( Buddy tools
Workplace Buddles

Leave
Payroll Management

) Clock in/out
Approvals, expense sign off
Plus more

4

Create workplace
Join workplace j

Dashboard
Private space
My Upcoming

& WorkDo
. . I
Personalization v



1.3 Is It Difficult to Set Up?

Not at all!

Follow our steps and get your team up and running in no time!

Table of Contents



Evérything work-related is right here!
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Workplaces, Private Space and
WorkDo Network, it" s all here!

« Shows your current workplace,
group, buddy and settings.

« C(lick to change the privacy,
notification and personal
settings.

Account, app settings,
Resource Center, feedback
and more.

Search option available.



1.3.2 Speed is of the Essence

Simple
Convenient

Work easy, Work smart!

,6"3. WorkDo



An overall look of all things
that are pertaining to you.
Get an outlook of your day!

Engage workplace,
groups and buddies
interactions here.

»

Workplace

.

Assign tasks, apply leaves,
add notes or what have you,
everything begins here.

Group and buddy IM.

Notifications of things that
pertaining to you.

,t(:"g.WorkDo



Invite members to join the ‘
workplace. 1

Create groups for any
project or topic you wish.

See what' s going onin
the workplace.

View workplace members and
public groups you can join.

“ Cara Landon

A Demo
N v m
s &)
—~
—

Offers 4 ways to add
buddies.

Scan the QR code to add
new groups or buddies.

Access all the tools and
start collaborating.

Switch between groups
and buddies.

,t(:qq.WOrkDo



= Demo
Workplace Settings >

Dashboard Wall

Notes Files Albums Links

3 Ccalendar Tasks
18- o
Events Polls

Workflow Leave
Overview

4

g

Attendance

.
Workplace ashboa

S -

()OS

Dashboard Your to-do list

02

>»

€ ngghboard Tasks ® ‘0

Incomplete

John Bradley
Post-ID:1010
Marketing Material Review

@ Wed, Tod 0/3

Different
tasks, different
tabs.

@ John Bradley
PostD:1011

Weekly Meeting Report

© we | 0/3

Q, M4705

& PostiD:1012 o
Data Analysis
All My Assigned | Created

Y
—

-

03 Clear & intuitive

,é,"g.WorkDo




= Demo Q

T Workplace Settings > y
Atten...ce @

20180917 (Today) ~

Work 12:43
Starts

09:00

Work Ends Clocked 14:41

Within clock area: Hi_WorkDo

Revise Location

x

Workplace

Overall Summary

Clock In/Out My 4 A

Y
—

O 1 + Create 02 Select a tool 03 Work in real-time



1.3.2 Real-Time Instant Messenger, -

=

*\/ By Message Time - New Chat

Cara Landon -
v

John Bradley: Thanks, Il have a look!

Public Relations (3) o
v

John Bradley: @

Demo (3) e

John Bradley has created a public

group [Public Relations)

Jeffrey McNeal e

John Bradley: Woo, nice one! -

HR (3) 118

John Bradley: Okay! -

- Marketing (3) e

x

O 1 Chats

[Task] User Manual review

2read

[Event] Weekly meeting,
2read please RSVP!

8 Richard
Please upload the user manual

for review, thanks!
Ricardo

Just did, feel free to comment

Vo
—

02 Keeps you in the loop

\/ By Message Time -+ New Chat

Cara Landon o
v
John Bradley: Thanks, Il have a look!

. . — Swipe for hot keys

Delete Mute

— Read receipt
available

Q_J Jeffrey McNeal
>

T ———

Marketing (3) i
John Bradley: Will do -

M
. HR (3) 1118
v
John Bradley: Okay!
=
Workplace

d
& 0 e
Dashboard Chats. Notifications.
o

—

03 Did you know?

.ég.WorkDo



O 1 Click more for settings

il € More Settings

\

Accounts
Profile

My QR Code
Scan QR Code
App Settings
Tools Intro
Resource Center
FAQ
Recommended
Feedback

About

Developer

S
—

02

Personalize your app

Il € More Settings

\

Accounts
Profile

My QR Code
Scan QR Code
App Settings
Tools Intro
Resource Center
FAQ
Recommended
Feedback

About

Developer

Y
—

03

Help is here!

,t(:qg.WorkDo



1.4 Levels

View, Create, Edit
Workplace, Group & Buddies

Consistent UI

Table of Contents



O 1a Workplace banner O 1b Select a group



Search

- A wall for each workplace, group and buddy
- Wall keeps track of Notes, Announcements,
Tasks, Events, Albums, Files, Links & Polls

Enter the chatroom of the current
workplace, group or buddy.

-

Access a list of tool to within the
current workplace, group or buddy.

Default quick tool is set to Files
or the last tool used.

,igqq.WorkDo



1.4 Compartmentalize

Demo Demo )| Demo

Waorkplace Settings > Workplace Settings > Workplace Settings >

! *
Wall @ | | Wall | | wall @ |

| ¢ Mark4702 Mark4702 1 Mark4702
PostID:1008 PostID:1008 Post-ID:1008
Company Retreat Announcement Company Retreat Announcement Company Retreat Announcement

Sat, 2019-09-14 OR Sat, 2019-09-14 OR Sat, 2019-09-14

Hello fellow teammates, it's time for our annual Hello fellow teammates, it's time for our annual Hello fellow teammates, it's time for our annual
company retreat again! company retreat again! company retreat again!
Please thoroughly read through the notice attached, Please thoroughly read through the notice attached, Please thoroughly read through the notice attached,
submit the necessay documents to the submit the necessay documents to the 1 submit the necessay documents to the
mpany Retreat Noti i mpan i
or | Company Retreat Notice e | COmpany Retreat Notice por | COMPany Retreat Notice
¥ Like Comment ¥ Like I Comment W Like Comment

John Bradley John Bradley @ John Bradley
PostiD:1007 o PostD:1007 Past-D:1007
— — —

\\ ’ . | \

Add with + 02b Tool switch with Do Click and swipe for detail

a C

,t(:qg.WorkDo



2. Basic Tools — Common Features \

Notes » Ann. » Tasks » Events e
Albums « Files » Links * Polls

Similar UI across all tools!

21 Post
22 View Posts
23 Post Editing

24 How to Find a Post?

Table of Contents



2.1 Post

Please see 1.3.2 Quicker Tool Access with +

Or simply
Just Do It!

Table of Contents



@ Roster (3) 8= Public Groups (2)

Recents  Starred Groups  Buaaies

. Cara Landon
Demo
R
®x o 0o
Workplaca  Dashboard Chats Notfications
V)

\_ »
Click the workplace

O 1a Do button

Or

Groups

HR -
z w Do @J Jeffrey McNeal

e e .2 x 2 Q@ o 2
Vs . Y
- et - et

Click the group

1 Click the buddy
bDo button

C Do button



2.1 Post : Tasks

RN G

Click the + button on
02 Tool select : Tasks 03 the lower-right corner




2.1 Post : Tasks

] € ﬁ;i?‘eTaSk Post

©=  Allmembers can view

@ Review possible official website designs. 6

e I Workbo - Alkin-One Workplace T&3)

oo - Website components e
44K

Design different looks accordingto the  gig
B @& ©m @

@ - J =
Fill out necessary Remark, URL links,

04 fields then attach files 05 attach files and photos 06 Post

,tgqq.WorkDo



2.2 View Posts

View workplace, group, buddy posts

Unified UI across all tools!

Table of Contents



@ Roster (3) 8= Public Groups (2)

Recents  Starred Groups  Buaaies

. Cara Landon
Demo
R
®x o 0o
Workplaca  Dashboard Chats Notfications
V)

\_ »
Click the workplace

O 1a Do button

Groups

z HR " Do @J Jeffrey McNeal
i RV -

e ait . L2 .20 8 .8
7o . 7
A = ’ | =

a8
Click the group Click the buddy
1b Do button O 1C Do button



Select a tool to use in this [Demoa] ~
Workplace

0000

Group Call Ann.

B) |

Tasks Events Alburns.

Files. Links Polls

Advanced Tools

—_— F__ N - N
Workplace Toolbox {5 Workplace Settings

Yo
—

02 Tool select : Notes

2.2 View Post : Notes

€« Paslhboard Notes
[Dermol

Each tool has
its own list
@ John Bradley .
PostD:1023 View
E MWC Exhibition Booth Design

Here's the out booth design from the contractor,
what fo you guys think?

Screenshot_20200804-152541

Like Comment
% John Bradley
PostID:1013
ﬂ New Product Launch
The new version of MK20 will be out next w
here's the brochure. Please read it thorough

any customer asks!

FrEm HRE
“@
Van

—

.

Use the filter button

03 to find posts

.

04

The comment
section allows
for more

John Bradley [Marketing]
Post-ID:1013 + 2020-07-01 15:20 - Ed

AevFrodiet Caunch engaged
The ion of MK20 will be out next 3 .
s bl i xw interactions

customer asks!
2Likes 3Comments 1Read

W Like/Follow 9 comment
Jeffrey McNeal 7 mins ago
Looks good, thanks for sharing!
John Bradley 2 mins ago
(@Jeffrey McNeal thanks! All comments and
'suggestions are welcome!
. John Bradiey Just now
All Notes I Created
S
—

Reply with photos and use
@ to mention members




2.3 Post Editing

Here is on how to correct errors in the posts.

Don’ tsweat it!

Table of Contents



2.3 Post Editing: Event”

) Alarm set: 20200805 14:45

John Bradley [Demo]
PostD:1019 « 2020-08-05 14:14 - @

Monthly Business Meeting

i Upcoming

@AIIMembers >
a Going?
Ot O

1 Going 0 Maybe
0 Not Going 2 Unreplied

@  Wed, Today 15:00 ~ 16:30

Q  EventHal
- The August business meeting is mandatory
for all to attend!
+ o [Enter comment } !
'
% — 4
Ny y
S

Select a post > Click
O4the function button

€ Event Detail

The August business meeting is mandatory
for all to attend!

Ve
—

b
i

Select the

05 desired action

The question
mark explains
what each
button does



2.4 How to Find a Post?

Cannot find a post?
Who? What? When? Where?

Follow the steps to quickly locate a past post! -

Table of Contents



= Demo

Workplace Settings >

Calendar

1

Events

Workflow

Attendance

R +)

Va

\_ »

Tasks

Polls

Leave
Overview

Dashboard >

Ol Dashboard Wall

€« Paslhboard wall
IDemol

)
% John Bradley [DX.10]

Post-ID:1019

05 Monthly Business Meeting

© Wed, Today 15:00

|® Upcoming i@ 1/3
©Q Event Hal
All Members

The August business meeting is mandatory for all to
attend!

¥ Like B comment
a John Bradley [Der
PostID:1016
Website design revamp
@ Fri, 20200904 16:00 & 0/2 @ 0/2 e
Caralandon laffray MeNaal
—

),

O 28 Enter keywords

T
—

\\

02b Advanced search

)

,t(:qq.WOrkDo



The search
function is
available for
workplace,
groups &
buddie, too

-

€ Advanced Search

Search By Keyword

meeting

Search By

Post-ID

Enter Post-ID

Service Item Type

Edit Date

2020-07-05

Creator

Reset

John Bradley

Vo
—

Use the filters to
search past posts

Search

2020-04-05~Unspecified
Posts
% John Bradley
PastID:1019
Monthly Business Meeting

Monthly Business

Like

John Bradley
Post-ID:1011
Weekly Meeting Report

Weekly Report

Like

/-\

\_ B

John Bradley

Comment

Comment

1 II meeting E

Past key words
are stored in the
memory

Matching results are

4 displayed



3 Collaboration Tools*

o

Dash | —
Events Tasks ashboard Calendar \.—\
. . \\\\
WEL
Links Notes Announcements
Polls Files Albums Chats ‘Private Space

Table of Contents



3.1 Tool: Tasks

311 An Introduction to Tasks

3.1.2 Progress Report

3.1.3 Archive

Back to Tool List



3.1.1 An Introduction to Tasks

- Popﬁlar among all users.

- Simple task assignment, progress tracking
& project management.

- Saves valuable time on project

coordination.

Back to Tool List



IEN'G —

@ John Bradley
Put project control back in | e
you r ha nds a nd ma nage MWC Exhibition Preparation Meeting
with ease! embers : *
All Memd » Create main & sub tasks.
Mon, 2020-08-10 11:00 * Flexible task assignment.
Subtask Completed (0/2)
sompEee » Set due dates.
Drafting pamphlets & brochures ; . . . .
© Mon, 2020-08-10 11:00 » Set task viewing permissions.

» Update tasks as team progresses.

® Booth design

@ Mon, 2020-08-10 11:00 » Send task reminders.

» End tasks or pin to the wall.

. Like/Follow Comment

» Calendar view and list view of tasks.

,é"q.WorkDo



&

3.1.2 Progress Report

Dashboard > Tasks
My Assigned + Incomplete

Locate the task and click to complete.

Back to Tool List



= Demo Q

= Workplace Settings >

Dashboard Wall .4 ‘ Announcements

Notes Files Albums Links

;‘ Calendar Tasks

i " &

Events Polls
1
Workflow Leave
Overview
Attendance
(1]

)

\\

Ol Dashboard > Tasks

€« Paslhboard Tasks
IDemol

ncomplete

Today 2020-08

3 4 5 6 7

) @17 18 19 20 21
24

25 26 27 28

kal
John Bradley
PostID:1020

MWC Exhibition Preparation Meelin°
(]

on, 2020-08-1 )0 0/3 0/2

All My Assigned | Created

| —~
\_ _

A blue dot indicates
Ozaa due task

€ Task Detail
John Bradley
Post-D:1020

MWC Exhibition Preparation Meeting

All Members
073
© Mon, 2020-08-10 11:00
Subtask Completed (0/2)
Or _
Drafting pamphlets & brochures “
e 2020-08-10 11
Y
h o
Booth design 3
© Mon, 2020-08-10 11:0
. Like/Follow Comment
)

Y
—

\

02b Tap to complete

>»

,t(:qg.WorkDo



John Bradley [Demo]
Post-ID:1020 - 2020-08-05 14:27 - &

o MWC Exhibition Preparation Meeting

All Members
1/3

@ Mon, 2020-08-10 11:00

Subtask Completed (0/2)

O Drafting pamphlets & brochures
@ Mon, 2020-08-10 11:00

O Booth design .

@ Mon, 2020-08-10 11:00

1Like 1 Comment

W Like/Follow 0 comment

+ & [Entercomment ‘ L]

Yo
—

Real-time
progress update

Today

26

16

23

30

() MWC Exhibition Preparation M

Completed
2020-08

M T w

27 28 29

3 4 5
@D n

17 18 19

24 25 26

a 1 2
John Bradley [Demo]

30

13

20

Post-ID:1020 - 4 mins ago - &

© Mon, 2020-08-10 11:00 & 1/3

Use the filter
to find tasks

All

Qo2 :

‘ My Assigned | | Created
S
—

04

Filters available to
locate past tasks



3.1.3 Archive

Upload relevant files to the completed tasks for archive.

Back to Tool List



3.1.3 Archive

€« fEclitI Task
IDemol

MWC Exhibition Preparation Meeting

All Members

Edit Assignee

A well
‘organized
- archive
“helps you
locate files
easily!

Mon, 2020-08-10 11:00

= Please write memo here Notify others regarding this edit?

[ *]

pe | Brochures & iteratures

Drafting pamphlets & brochures
il Mon, 2020-08-70 @ 11:00

m
=3

Booth design
il Mon, 2020-08-10 @ 11:00

¢

The August business meeting is mandatory
for all to attend!

m
e

’ B ¢ nw B
\ 8 \ S \
b = . = =
Upper-right-hand corner
OlFunction button > Edit 02 Select files > Save 03 Notify the group

,t(:qq.WOrkDo



3.2 Tool: Events

321 An Introduction to Events

3.2.2 Event Response

323 Participation Ratio

Back to Tool List



3.2.1 An Introduction to Events

- Set the times and places.
- Send event notifications.
- See participation ratio.

- Automated event reminder.

Back to Tool List



Events [

Alarm set: 2020-08-05 14:45
Quick and simple event
L John Bradley
creator that you cannot live @‘ PostiD:1019
Wlth ou t ] Monthly Business Meeting e

All Members

» Select invitees.

» Set the time and place.

Omaybe O Not Going = Reply in real-time.

* View participation ratio.

» Linked to the Conf. Rm tool for booking
meeting rooms.

Event Hall

The August business meeting is mandatory © End eventsl pln to the Wa”l Set event

® for all to attend!

reminder.




&

3.2.2 Event Response

Dashboard > Events
Upcoming + Unreplied

Locate the event and select an option.

Back to Tool List



L]

= Demo Q

T Workplace Setiings >

€« E'eﬁhboard Events

All v

Dashboard Wall

Announcements

Today 2020-08

Notes Files Albums Links
3 4 6 7
Calendar Tasks o
p , 10 1 12 13 14
) 17 18 19 2 2
Events Polls

24 25 26 27 28

| @ .
Leave

Workflow
? Overview John Bradley
Post-ID:1019

05 Monthly Business Meeting Q
Attendance
©
HH @ Going & 1/3 E
1]

S
—

()OO

A blue dot indicates

O 1 Dashboard > Events 02 there is an event set

| inmmm:mm-umm N |

John Bradley [Demo]
PostID:1019 « 2020-08-05 14:14 - &

Monthly Business Meeting

& Ongoing

@ All Members >

PO .
g Going
O Going

. O
0N

@  Wed, Today 15:00 ~ 16:30

>»

0 Maybe
2 Unreplied

Q  EvemHal
- The August business meeting is mandatory
for all to attend!
+ Q {Enter comment } Q
o
\ —
e

03 Select an option

,é"g.WorkDo



3.2.3 Participation Ratio

A clear view of participants and participation ratio.

Back to Tool List



Going Not Going Maybe Unreplied

John Bradley [Demo]
Post-ID:1019 + 2020-08-05 1414 - .

Monthly Business Meeting

i@ Ongoing

@ All Members >

a Going?
Omaybe O Not Going

2 Going 0 Maybe

Wed, Today 1@ Sort by Display Name Sort by Display Name

Event Hall O
Sort by Reply Time Sort by Reply Time
The August business meeting is mandatory

for all to attend!

+ @ [Entercomment ]Q Cancel
7N | ‘ 7N
— —

\\ ’ . \

O 1 Click the number 02 Select a category 03 Sorting options

P © ©

Cancel

ni
S
—




3.3 Tool: Notes

331 An Introduction to Notes

332 Read Reminder

Back to Tool List



3.3.1 An Introduction to Notes

- Use it for topicﬂdiscussion, information sharing or news posting.

- Avoid topic conversation scattered all over the place.

Back to Tool List



Notes

Topic conversations with a
focus!

€ Note Detail

John Bradley
Post-ID:1013
New Product Launch

The new version of MK20 will be out next week, here's
the brochure. Please read it thoroughly in case any
customer asks!

' Like/Follow Comment

Jeffrey McNeal

Looks good, thanks for sharing!

suggestions are welcome!

John Bradley

{=H
o
<>
John Bradley
@Jeffrey McNeal thanks! All comments and

© Attach relevant links, photos or files.
© Read receipt available.

© Send read reminders.

© Like, comment, share.

© Mention members with @.

® Pin important notes on the top of the

WEIR



3.3.2 Read Reminder

Dashboard > Notes
I Created > Remind
Send a reminder to all who have yet to read the -

note.

Back to Tool List



L]
L ]
Demo
Workplace Settings >
Dashboard Wall Announcements
Notes Files Albums Links
Calevidar Tasks
Events Polls
Workflow Leave
Overview
Attendance

)

Ol Dashboard > Notes

>»

John Bradley [Marketing]
Post-ID:1013 - Justnow - # - &

E New Product Launch
The new version of MK20 will be out next week,

here's the brochure. Please read it thoroughly i e
any customer asks!

ZLikes 3 Comments 1 Head

¥ Like B Comment

John Bradley [Demo]
Post-ID:1023 - Yesterday - / - &

Emmmmu

Here's the out booth design from the contractor,

what fo you guys think?
e | Sereenshot 20200804-152541 o

All Notes | Created

/‘\
—

02 I Created > Note

John Bradley [Marketing]
Post-ID:1013 + 2020-08-06 11:39 - Edited * &

New Product Launch

The new version of MK20 will be out next week, here's
the brochure. Please read it thoroughly in case any
customer asks!

2Likes 3Comments 1Read

W Like/Follow W comment
Jeffrey McNeal Yesterday
Looks good, thanks for sharing!

John Bradley Yesterday
(@Jeffrey McNeal thanks! All comments and
suggestions are welcome!

‘ John Bradley Yesterday

+ @ | Enter comment 9

e
—

03 Function button

.is."g.WorkDo



& Select

[Marketing]

\ ) X J Select All John Bradley reminded you to read the
= ~ note: New Product Launch
Delete Remind

Alwyn (]
AT

‘//; \\ ‘/ P \W
‘\\\—‘/’/, \\\‘/ /’ N Amy (]

Share Forward @ Tap the notification
Andrew o
to view the note
8 Betty Ku
-
6 Bryce Chu
“ Cara Landon []

CeCe

4 N et 4 N —~

Select members >

04 Reminder 05 Done 06 Notifications Sent

()

,t(:qq.WOrkDo



3.4 Tool: Announcements

341 An Introduction to Announcements

342 View New Announcements

Back to Tool List



3.4.1 An Introduction to Announcements \

Post company policies.
Set due dates.

.A quick way to get everyone on the same page. -

Back to Tool List



Ann.

Use Announcements to
post company policies or
other important
information

€ Announcement Detail

ik John Bradley
y Post-ID:1024

Company Work from Home Policy

Sun, 2020-09-06

To give employees the ability to plan ahead, we'll be
extending our global voluntary work from home op-

tion through June 30, 2021 for roles that don't need to
be in the office,” Google CEO Sundar Pichai wrote in a
memo to employees, a copy of which was obtained by
CNN Business. "l hope this will offer the flexibility you

need to balance work with taking care of yourselves
and your loved ones over the next 12 months.

Google just changed the WFH ga...
GW-Q it T

' Like/Follow Comment

- Cara Landon
.‘ @.Jeffrev McNeal sounds aood. but we will

® Set a due date.

© Auto sort announcements.

® Attach links, photos and files.

© Read receipt available.

© Like, comment, share.

© Mention members with @.

@ Pin important announcements to the

top of the wall.



3.4.2 View New Announcements

" Dashboard > Announcements
Effective

Use the sort options to filter the announcements.-

Back to Tool List



= Demo

Workplace Settings >

Dashboard Wall m Announcements

A

Notes Files Albums Links
Calendar Tasks
1 6
Events Polls
1
Workflow Leave
Overview
Attendance

= Q
‘ )
'\\-‘ __/
Dashboard >
Ol Announcements

\

\_‘ —

€ Egﬁhboard Announceme... @, ;0

@ John Bradley
Post-ID:1024

Company Work from Home Policy

Sun, 2020-09-06

To give employees the ability to plan ahead, we'll be
extending our global voluntary wark from home
option through June 30, 2| les that don't
need to be in the office,’ G Sundar Pichai
wrote in a memo to employe Y.

Google just changed the WFH game for...

¥ Like

Effective All | Created

Va

Effective >

02 Announcement

>»

Create Time

Create Time

Update Time 4

Update Time

Cancel

T
—

Sorting options

,t(:qq.WOrkDo



3.5 Tool: Polls

351 An Introduction to Polls

352 Vote

Back to Tool List



3.5.1 An Introduction to Polls

- Conduct opinion polls or vote on matters.
- Set voting rules.

- Automatic vote count.

Back to Tool List



Ol
Customize the voting rules @ John Bradley

Post-1D:1042
for each ballot and conduct
open and fait votes!

Marketing Campaign Suggestions

All Mermbers > Designate voting members.
_— » Secret ballot available.
= Single choice or multiple choice
ballot.
» Set a deadline.
e Allow voters to add new choices.

> Voting reminder available.

Start: Mon, Today 11:53




3.5.2 Vote

Easy & concise!

One click and get your voice heard!

Back to Tool List



3.5.2 Vote

L] L] L]
= Demo Dashboard Polls oD g0
™ Workplace Settings > Q €« [Demo] ‘J "
. b { Al i { John Bradley [Demo]
Dashboard Wall Announcements PostD:1025 + 2020-08-06 14:10 - i

- John Bradley i
Post-ID:1042
1 & Ongoing 32/137

Notes Files Albums Links Marketing Campaign Suggestions

V]
O .
= @ All Members

All Members

Polls ) W Like Comment )

I
i
;
|

Calendar Tasks

Events

P

g
!
:
(0 1O 1O 1O

kfl eave Grand Central Oyster Bar
Workflow
Overview

Attendance o

O @ OO

Hometown Bar-B-Que

R

In Progress Historical + o | Enter comment

S N
— —

-

(O

\ \

O 1 Dashboard > Vote 02 Poll 03 Rule overview

,é"g.WorkDo



3.5.2 Vote

. . *
° . O =—
il € Poll Detail é
John Bradley [Demo] | { John Bradley i | ¢ John Bradley [Demo]
Post-D:1025 - 2020-08-06 14:10 - M Post-D:1025 PostD:1025 -+ 2020-08-06 14:10 - i
{9 Settings of This Poll N 1 Annual Company Dinner Suggestions | {B Annual Company Dinner Suggestions.
& Onaoin 32/137 | EOngoing $32137 @ 2 © O
Vote Count: Voted/
Total

All Members @ All Members >
awry's Steak &

s ) Voted

Gramercy Taverr

v

Allow Vote Change

10 10 10 10 79

. et rrgd The vote
o Single vote bk Grand Centa Oyster Ba _ count shows
ol ooty chosse ne @ R other
S n Bar-8.Qu members’
. choices
+ @ | Enter comment ) + @ |Entercomment K]
I I S
\_ s \_ _— \_ s

Check marks are
O4View the rules > close 05 Click a circle to vote 06 your choices

.ég.WorkDo



3.6 Tool: Files

36.1An Introduction to Files

362 File Download

Back to Tool List



3.6.1 An Introduction to Files

- Cloud storage for the entire workplace.
- Upload files for remote download.

- Upload files to support remote teams.

Back to Tool List



I E S & Dashboard Files ‘ e

[Demo]

A cloud storage for your
workplace to share any files
& Jeffrey McNeal |
among teams! & Postid10%0
L 2

MWC Budget Plan

The preliminary MWC budget plan for review.
Like Comment @ Upload files for the entire workplace.

: Cara Landon
" Post-ID:1029

MWC Show Floor Plan

© Supports multiple file formats.

© Write a file memo to quickly grasp the
file purpose.

© Auto detection for duplicate files.

Crnn'lmo

® All Files | Uploaded

Mara l andan




3.6.2 File Download

Remote download or browse the files online.

Back to Tool List



= Demo
T Workplace Setiings >

Dashboard Wall m Announcements

Notes Files Qﬂbums Links
Calendar Tasks

3.6.2 File Download

& E‘ﬁhboard Files

& Jeffrey McNeal [Demc
&P PostiD:1030

MWC Budget Plan @
The preliminary MWC budget plan for review.

! - G3 ) W Like B comment )
Events Polls i Cara Landon [Der
Post-ID:1029
1
MWC Show Floor Plan
Workflow Leave
Overview Open File
VU Like B comm Save
Attendance
M. (aral andanNoma
1] ~ ~
= o All Files 1 Uploaded Cancel
Dashboa

Download

Ol Dashboard > Files 02

03 Open File or Save
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3.7 Tool: Links

371 An Introduction to Links
372 Comment & Edit

Back to Tool List



3.7.1 An Introduction to Links

- Store and share important or frequently used

- links with the entire workplace.

Back to Tool List



Links

Use Links to store websites
and services your team |
frequently uses for quick Marketing Reports
access!

© Share links with the whole team.
. Wordpress @ A Shortcut to frequently used links.
@ Title the links for quick access.

© Read receipt available.

Google Analytics

© Like, comment and share.

_‘ © Mention members with @.
. {24 WorkDo Official Website

o © Pin important links to the top of the wall.

b All Links | Created



3.7.2 Comment & Edit

Click to open the link.
Edit & comment in the link detail page.

Back to Tool List



3.7.2 Comment & Edit*

Edit with the function button &
01 Dashboard > Links 02 Link 03 comment box is on the bottom

,tgqq.WorkDo




3.8 Tool: Albums —

381 An Introduction to Albums

382 Photo Download

383 Moving Photos

Back to Tool List



3.8.1 An Introduction to Albums

- Store phofos of memorable moment for the whole team.

- Photo upload and download for the team.

Back to Tool List



Albums [ i
W « Dashboard Albums P ,

Use the Albums to record

milestones, gatherings, or  |E—_G_G

Dev Notes
memorable moments and Cara Landon 3 2020-08-10 —
share them with the team! I

® Create albums and categorize the

photos.
® All are allowed to upload & download
Comment phOtOS

Software Ul ® Vlerng Opt'OnS ava||ab|e
Cara Landon 5

— @ Comment on photos or albums.

& o maes
G=

*» Move photos to other albums.
s o= ,M:O © Permission based photo deletion.

Album List All Photos



3.8.2 Photo Download

Batch-download photos is quick and smooth!

Back to Tool List



* [ ] * —
el Software Ul .

Chat @ { |
[File] Employee Training | 7 Ype— i
Manual ] G oo

| -
[File] MWC Show Floor { G i [ e
Plan e — o=
S Jeffrey McNeal v L
Cis o
[File] MWC Budget Plan ’

John Bradley

[Note] New Product
Launch

Today

Open File
Cara Landon uploaded
media to Software Ul
Save
album O
¢ W Like/Follow B Comment
7N i o
\ — / \ — ’ \ —
Chatroom >

O 1 Album select 0261 Photo select 03 Photo download
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3.8.2 Batch Photo Download

<
02b Function button 03 Edit Media 04 Photo select > Save

.igqq.WorkDo



3.8.3 Moving Photos

I\/Iénage photos and albums with ease!

Back to Tool List



[File] Employee Training
1 reac Manual

[File] MWC Show Floor d 1 Album Info Edit Album Edit Media

1read Plan

) Jetirey McNeal

[File] MWC Budget Plan

@ John Bradley

[Note] New Product
Launch

Today

Cara Landon uploaded
media to Software Ul
album

W Like/Follow B comment

S
—

A
e W N
Chatroom >

O 1 Album select 02 Function button 03 Edit Media

4

,igqq.WorkDo



I € Emcse Album

! O
Ll | Company Gathering
.E Dex Nates .
Available
l Product Design albumS are
’ shown

<
04 Move to 05 Album select > Done

.igqq.WorkDo



3.9 Tool: Chats

- More efficient than traditional email communication.
- Manage and collaborate with remote teams.

- An instant messaging service that is perfect for any team!

Back to Tool List



Chats

Communicate, collaborate
or just chit-chats.

Copy

Forward

Notes

Tasks

Recall

Delete

€ John Bradley

@ Hi Cara, could you stop by the
main conference room? We need
you to go over a few project

read — Of course, on my way!

Oh by the way, please bring the
slides with you, thanks!

[File] Project Slides V. 1

@ Oh, even better, thanks!

© Built-in tool notification so you won' t

miss a thing.
© Built-in audio, video and group calls.
© Forward details to Notes & Tasks.

© Supports stickers, photos, videos, audios,

& locations.
@ Tool shortcut with the + button.

© Message recall feature included.



3.9 Improved Communication

Il — Demo

Workplace Settings >

ey
J Demo

N izce

Recents

mo > & John Bradley
@ Roster (1) 8= Public Groups (2) Start communicating with your teammates to X
make teamwork effortless! ﬁ:" Demo
Recents  Starred Groups  Buddies A

e Q
"8 |nformation Hub O
L1

WorkDo Testing
-

Y
—

[+
72
@)

~ . b (.

O 1 Chats 02 Hit + to chat 03 Select chatroom

,é,"g.WorkDo



L]
John Bradley 0
Buddy Settings > ’J "
Chat @
Today

@‘ Hi Cara, could you stop by the
main conference room? We need
you to go over a few project
details.

fead — Of course, on my way!

ﬁ‘ Oh by the way, please bring the
slides with you, thanks!

Read  Got it (77
[File] Project Slides V. 1

Read

e‘ Oh, even better, thanks!

—
e
04 Built-in notifications

>»

5/ By Message Time -+ New Chat
John Bradley -
Cara Landon has sent a sticker -
o
) Demo (3) — Read count
A
— Swipe left & right
‘ . for shortcuts
Delete Mute

Public Relations (3)
John Bradley: &

Marketing (3) e
John Bradley: [Task] Show floor
responsibilities

0624

[2)

® % ° ® O

‘Workplace Dashboard Chats Notifications
—

h

05 Tips
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3.10 Workplace at a Glance

3.10.1 Dashboard

3.10.2 Wall
3.10.3 Calendar

3.10.4 Private Space

Back to Tool List



Dashboard

= Demo
Workplace Settings >
A C | ea r Ove rVIGW Of yO U I’ Dashboard Wall Announcements
to-do list! ‘

Albums Links

Calendar Tasks

> A merged to-do list of the workplace,
groups & buddies.
» An overview of all things that are pertaining

to you.

Leave
. Overview
1

@ Prioritize your day with Dashboard.
» Click & hold to rearrange the dashboard

. Attendance Items.

_t?q.WorkDo



WEI

The Wall consist all the
actions taken by the
team members to keep
you in the loop!

& Das}hboard Wall

[Demo]

‘ Cara Landon
s Post-ID:1036
Project Slides V. 2

I made some changes in the slides, please have a
look!

Comment

‘ Cara Landon
A Post-ID:1034

Dev Notes

© Each workplace, group, buddy has ‘a. WENIR

« Catch up to speed with a quick glance of
the wall.

@ View the latest tasks, notes, events, polls,
albums and files.

@ Use the + button the create a new item.

© Pin important tasks, notes, events or polls
to the top of the wall.

© Advanced search option available.

,ts"q.WorkDo



Calendar

Your personal secretary that
reminds you what' s coming
up each day!

= Demo
™ Workplace Settings >

Today 2020-08

Dashboard Wall

© A simple click from the Dashboard Calendar
to open up the calendar view.
@ The calendar offers a single view of

all the workplace, group & buddy | Company Monthiy Meeting
* items due.
> A clear view of the tasks, events, Workflow Qo
polls, company event calendar.

Annual Company Retreat Votin

© Click on different dates to view its
Attendance
schedule. ’

° as




3.10.4 Private Space

- Your personal workspace.

- Tasks, Events, Notes, Files & Albums are all available.

- Use the tools for your as your personal notebook or
reminder.

Back to Tool List



3.10.4 Private Space

= Demo H = Private Space H
" Workplace Settings > * | P Q *
= | { l
R Demo Dashboard Wall
% 3 ! {

6]

ﬂ ‘I:E; Technologies | Notes Files Albums Links
Demo > 23 TTel Calendar Tasks
@ Roster (3) 8 Public Groups (2)
Recents Starred Groups Buddies =% WorkDo Network Events ;e;regt ; tt)(;rl
L
. e —— Click + icon to post

O R
-(le:':. o) - All Upcoming %

€ Jot down ideas, set reminders, to-do X

lists and keep them private to yourself.

L .2 Q & & LI ) Q\
7 ~
p - o h -

‘ _ Private Space
O 1 Workplace list 02 Private Space O notification center
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.&3. WorkDo

Click to know more

Set your workplace
in 5 steps

Get to know WorkDo

D

Basic settings

How to set up
the advanced tools?

4?3‘ WorkDo


https://www.workdo.co/Info/DocsQuickStartAdvancedTool/en
https://www.workdo.co/Info/DocsQuickStartAdvancedTool/en
https://www.workdo.co/Info/DocsQuickStartAdvancedTool/en
https://www.workdo.co/Info/InfoDomainSetup/en
https://www.workdo.co/Info/InfoDomainSetup/en
https://www.workdo.co.info/InfoDomainSetup/en
https://www.workdo.co/Info/DocsQuickStartIntro/en
https://www.workdo.co/Info/DocsQuickStartIntro/en
https://www.workdo.co/Info/DocsQuickStartIntro/en
https://www.workdo.co/Info/DocsQuickStartSettings/en
https://www.workdo.co/Info/DocsQuickStartSettings/en

Work smart '
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