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1. About WorkDo

1.1 Management
1.2 All You Need is Right Here

1.3 Collaboration Tools

1.4 Experience It
1.5 Is It Difficult to Set Up?

1.6 Levels
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1.1 Management

~ Clear organizational structure

Easy information flow management
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1.1 Security & Flexibility

Best
Choice

WorkDo Manage with ease

« Manage multiple company branches.

ﬁ ﬁ « Authorized on-boarding process.

@) [ proved communication
« Create groups based on topics, projects or departments.
« Admin - Controls tool access and members’ roles.
« Member - Uses tools enabled for collaboration.

High security
« On-boarding (By company email domain/Invite link)

» Work anytime, anywhere.
« Communicate whenever the inspiration hits.
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1.2 All You need is Right Here

W(;rkplace / Groups / Buddies / Member
WorkDo has all the tools you need to get the job done!
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1.2 Basic Tools for Daily Routines

Chats
. : : : : : : : Wall
Basic : : : : o : : © Audio/ :
- Ann. : Notes : Tasks : Events : Albums : Files : Links : Polls : Dashboard : - Approvals :
Tools : : : : : : : : : - Video :
: : : : : : : : - Calendar :
- - - - - - - - call
Company ® @ o o O o o o O o o
Group ® ® ® ® ® o o o o
Buddy o o [ o [ o o o ®
Member
Private ® o [ [ o o o
Space



1.2 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.
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1.3 Collaboration Tools

Communication, Collaboration, Management

Whatever the job, there is a tool for it!

More features to come!
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1.3 Collaboration Tools at Your"-‘D'ispos/ ‘

0o

00
Workflow Approval
VERERE Nl Sign off

Dashboard, Wall,
Calendar, Workflow

Expenses
Approvals

3

HR
Management

HR
Attendance
Check-In
Leave, Leave Pro
Overtime, Shift
Payroll

CRM

CRM
Phonebook

‘=

-

Digital
Management

Conf. Rm,
Cashbook
We Buy, IOU
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1.4 Experience It!

Experience the convenience WorkDo can bring to your workplace NOW!
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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



1.5 Is It Difficult to Set Up?

Not at all!

Follow our steps and get your team up and running in no time!
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Evérything work-related is right here!
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1.5.1 Workplace Domain

& Demo
~  Workplace Settings >

Workplaces, Private Space and

Account, app settings,
WorkDo Network, it" s all here!

Resource Center, feedback
and more.
@ Roster (3) 8 Public Groups (2)

Buddies

« Shows your current workplace,
group, buddy and settings. Search option available.

« Click to change the privacy, [;_e;n:.

notification and personal

Settings. e ]
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1.5.2 Speed is of the Essence

Simple
Convenient

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

Engage workplace,
groups and buddies X
interactions here. orkplace

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

Recets Starred Groups Buc/dies

" Cara Landon Ce )

N L i &

.

Chats-

©

7

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

Group and buddy IM.

Notifications of things that
pertaining to you.

,é,"g.WorkDo



Invite members to join the
workplace.

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.

|
1

(= a3 88 o
Invite Members Create Groug Adc Scan QR Code

® Roster (1) 8= Public Groups (2)

Groups

@78 |nformation Hub

B
z WorkDo Testing
Do
L
x &
Workplace
Yaih
—

\_

= Demo
Workplace Settings >

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 H
== Q : il ¢ Dashboard Tasks @ 4°

Workplace Settings >

Incomplete
< Dashboard Wall G Announcements ¥

1 John Bradley
&) ® (2] & PostID1010
Notes Files Albums Links 1
Marketing Material Review

31 o Tord @ 17
= Calendar () Tasks (] ! 0/3
Demo > Today's To-do(s) 2

o Incomplete 7 < (6 o .
) @ Events @ Polls Q ) @ John Bradley D | ffe re nt

Recents Stared  Groups  Buddies Going 2 Not Vet Voted 1 e tasks,different

Weekly Meeting Report ta bs
‘ Garalllandon [E) Approvals HR HR e v ) 0/3

Demo (%) Payroll Attendance &b Ma705

4
R Haven't clocked in yet & FostiD012 o

Data Analysis
o nashboare o All My Assigned | Created
Workplace@im L
—

~ N b

Ol Dashboard 02 Your to-do list 03 Clear & intuitive

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

()
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& Demo ® ‘9

Workplace Settings >

&3 @ 31 Cﬂ [ | Atten...ce @

Invite Mem... Create Gro... Add Buddy ScanQRC..

Tue, 2020-09-15 (Yesterday)

|| s Workstarts Unclocked
Create New Item 297 09:00

Work Ends Unclocked

Demo > 5 @ @ @ :\ 18:00

@ Roster (3) 8= Public Groups (2) Notes Tasks Events Albums )

Recents Starred Groups Buddies [:EI CO @

. ‘ Files Links Folls  Attenda) % Please check clockable area
Cara Landon

© B ©® &
CheckIn  Approvals  Expenses Leave

Demo
d3wm

K Clock In/Out My A Settings A
Workplace O

2 ~ ’
Select a tool from your .
O 1 + Create 02 frequently used tool list 03 Quick tool access

,é,"g.WorkDo



152 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



il € More Settings

€ More Settings

Accounts Accounts

Profile Profile

My QR Code My QR Code

Scan QR Code Scan QR Code
Demo > App Settings App Settings
@ Roster (3) 8= Public Groups (2) Tools Intro Tools Intro

Recents Starred Groups Buddies

Resource Center

Resource Center

. - FAQ FAQ
' Cara Landon
Recommended Recommended
'::"‘: - (o) Feedback Feedback
. .
Developer Developer

Z 2 Q8 2
7R
—

S
—

e
—

\ ) .

O 1 Click more for settings 02 Personalize your app 03 Help is here!

,t(:"g.WorkDo



1.6 Levels

View, Create, Edit
Workplace, Group & Buddies

Consistent Ul
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1.6 Information Compa rtmentalized

OR

>»

@ Roster (3) 8= Publics?éﬁﬁs ) Groups Buddies

Recents Starred Groups Buddies

"2 Demo
™ e Do : Cara Landon Do
; . Wy @
Cara Landon
Demo ‘ Do effrey Mchega Do
i ia b O &
® O o = * = @ o o
Workplace  Dashboard Chats  Notifcations Workplace  Dashboard Chats  Noltifications
~ ~
\ o, / \ / / \

O 1a Workplace banner O 1b Select a group O 1C Or a buddy

¢




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



1.6 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
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2. Create & Invite

>1 Create Workplace (Company Email Domain)

2.1.1 Member Invite: Via Company Email Domain

2.1.2 Member Invite: No Company Email Domain

22 Create Workplace (Free Email Domain)

2.2.1 Members Invite

Table of Contents



2.1 Create Workplace (Company Email Domain)\

\
’\_\\

® Accounts bind with company email for secure access control.

Table of Contents



€ Join/Create Workplace (2]

Create New Workplace

X

Join Workplace

Join Demo Workplace

All-in-one tools

.‘ 7

O 1 Create workplace

\

02 Input domain email

€ Create New Workplace

Start teamwork with WorkGo

Please enter your company email (free emails
are not supported), a new workplace wil

be created with y ompany email. Your
coworkers can use their company emails to join
the workplace

demo@testdomain.com

Q@

Create with free email >

Y
—

il € Email Verification

A verification email has been sent to your email
address
demo@testdomain.com

o0 0@

) Did not receive the verification email? )

Resend

Van
—

\

03 Input verification code

,t(:qg.WorkDo



Invite Workplace Member Demo
[Demo Company] 1 Workplace Settings >

= R & &

® Upload workplace image | R Q%’ %h ' | , \
RTREE. o

Enhance teamwork with WorkDo by

inviti ® Roster (1) 8= Public Groups (2
inviting more members B (1) U Groups (2)
WorkDo has many useful tools that you can utilize in

your work| You can in kers to assign nt >t C Groups
i tasks, disc elated 1o \ chat, and _—
b Workplace Description also apply for leave and expense more efficiently.

@8 |nformation Hub
Demo Company workplace. Invite co-workers and enhance work efficiency! Bl o Do

2 WorkDo Testing
Do
w
Invite Members x

Va
—

€ Create New Workplace Continue

Workplace Name Demo

/-\ ] ]
—

- J . J .
04 Name your workplace 05 Later (Member Invite) 06 Done!

(O

,t(:ﬂq.WorkDo



2.1.1 Member Invite

Via Company Email Domain

® Auto join with the same company email domain.

® Create invite links.
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Il & Invite Members
erts]

[roberts]

Verify By Company Email QK

Verify By Maobile Number

Verify By Email Address )

@8 |nformation Hub

| 7% IR

2 WorkDo Testing
Do
L}

e
—

\3

O 1 Invite members 02 Invite methods

,t(:qg.WOrkDo



Invite Members Via

£

SMS
Supported apps Email
and methods for @ )
sending invite WeChat

links

WhatsApp
li Facebook Messenger

Copy Invitation
'

03

Select

< B O =2

WorkDo - John is in [WorkDo
Demo Inc.] on WorkDo. Join

now! Inbox
John Bradley 11.50 AM
0 -
tome v
Hi,

You have been invited to join the company workplace
[workDo Dema Inc.] in WorkDo.

WorkDa is a secure and convenient work platform.
Our company chose this app to enhance team
communication and work efficiency.

Click the link below to download and login. After an
admin approves, you can join the workplace.

www.workdo.co/d/jufvd/1

Wark easy and work smart! @

€ Reply @ Replyall  ~ Forward

e
—

h

04 Click the invite link

Click the invite

link and follow the

instructions

,é,"g.WorkDo



2.1.2 Member Invite

- Without Company Email Domain
© Generate unique invite Links using email or mobile number.

® Joins after verification.

Table of Contents



= Demo

Workplace Settings >

Il & Invite Members
[roberts]

Verify By Company Email

Verify By Mobile Number

Verify By Email Address )

Groups

@8 nformation Hub
| 7% IR

WorkDo Testing
& Do

, V
\-k .
O 1 Member invite 02 Link generation methods

,t(:qq.WOrkDo



L]
r —
Il ¢ Verify By Mobile Number invit? \
[Dema] >
| Eri Cancel 4 N\
Enter Mobile Number | Enter Email Manually

Eric [ Eric ]

OR

Y Y
— —

\\ \\
OBaVerify by mobile number O3b Verify by email address

,t(:qg.WorkDo



2.1.2 Member Invite (Without Company Email D,.d

L °
. @ | | | WorkDo - John is in [WorkDo

Demo Inc.] on WorkDo. Join

1 1 Inb
m HNE e -
John Bradley 1750 Al
o ohn Bradley “
to me v

H, Member clicks

- I Email ‘ou have been invited to join the company workpla .
Supported e o ) Iv\'VartDuEt‘Jerr\uan]ﬁ\tWJurthS P ‘ the Ilnk and

WorkDo is a secure and convenient work plation
appS &. methodSJ UurcDmpanychosethlsapptcen;ance&ar fO”OWS the

SMS

. WeChat cemmunication and work efficiency.

Click the link below to download and login. Afte ! nstru_c’glons to
admin approves, you can join the workplace. _JO' n

WhatsApp os:/iwww.workdo.co/d/jufvid/l
Wark easy and work smart! @

Facebook Messenger
< Reply @ Replyall — ~ Forward

Copy Invitation
' Il
— —

04 Select a method 05 Click the invite link

,é,"g.WorkDo



2.2 Create Workplace (Free Email Domain)

@Target invite members.

© Admin verifies for added security.

Table of Contents



74

=

Il € Join/Create Workplace ()

Create New Workplace

st SipHed

Join Workplace
| rkplac 3l

€ Workplace Info

We recommend you to create a workplace using & O \
company-specific email address. If your company
does not have one, please complete the following
nformation to continue.

Demo Company

nlicant Name

John Bradley ’

Join Demo Workplace

johnb@gmail.com
All-in-one tools

886

5 . < J U

O 1 Create workplace 02 Create with free email

(
-

03 Input information

,igqq.WorkDo



Il € Email Verification

A verification email has been sent to your email
address:
demo@testdomain.com

© Upload workplace image
0 0 0 @ |

Submit
ive the verification email?

= Demo

Il € Create New Workplace Continue
Workplace Settings >

@® Roster (1) 8= Public Groups (2)

... 2 Default groups

Workplace Name Demo

Groups

o Workplace Description @8 |nformation Hub s e
Demo Company workplace. m w C regzgfecjdor
2 WorkDo Testing —
5 ©
e | \ -5 ‘ \ ﬁ |
), \
4 - it A )\ et 4

b
04 Input verification code 05 Workplace info fill out 06 Workplace home screen

,t(:ﬂq.WorkDo




2.2.1 Member Invite

® Generate unique invite links via emails or mobile numbers.
® Use generic invite link with admin approval required.

Table of Contents



L] L]
[ ] [ ]
il = Demo : Il & Invite Members
Workplace Settings > [Demo]
| ) o | | ‘
E Verify By Mobile Number ) Generates
Verify By Email Address un Iq uel nVIte

links

Generic invite
link with admin

® Roster (1) 8= Public Groups (2)

Invite link, Network Buddy or Search

Groups

approval
m e ¥ . required
2 WorkDo Testing =
3 )
N '
— —

\\ \\
O 1 Member invite 02 Link generation methods

-

/

,t(:qg.WorkDo



Verify By Mobile Numb: i@ i i i
| K3 mﬁr;y y Mobile Number Invit | K3 I\:?ﬁrgyug!nlciwall Address Invite

Enter Mobile Number 1 Enter Email Manually

Eric (] Eric ]

or >

Y Y
— —

\ \

OBa Mobile Number O3b Email

,t(:qg.WorkDo



! K3 [Iﬂ:ﬂeMembersVua 1| &« B O &

WorkDo - John is in [WorkDo
Demo Inc.] on WorkDo. Join
now! Inbox

John Bradley 11:50 Al
“
o tome v

LINE

SMS

Hi,
l : I Email You have been invited to join the company workplace
[WorkDo Dema Inc.] in WarkDo. H i
Supported @ > eneie s e comenern oo, | CIICK the link
communication and work efficiency. to Jo|n the
Click the link below to download and login. After an WO rkp | ace

admin approves, you can join the workplace,

. WhatsApp tps:/fwww.workdo.co/d/jufvid/
Work easy and work smart! @

Facebook Messenger

Qur company chose this app to enhance team
apps Y WeChat

“ Reply ¢ Replyall Forward

Copy Invitation
'
—

04 Method select 05 Click invite link

e
—

,é,"g.WorkDo



3. Join Workplace

31 Guided Sign Up
32 Self Siqn Up
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3.1 Guided Sign Up

Workoplace Set with Company Email Domain

User has a Company Email
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in/Create Workplace

Welcome

e 4 b { Create New Workplace ) 1 | Please enter your company email. You will join
» 1 1 the workplace after verifying your email

Enhance teamwork with WorkDo

*

demo@democompany.com

WorkDo is an all-in-one teamwork app. Q
Create a new workplace or join an existing Join Demo Workplace

workplace to enhance teamwork.

i a workplace, Network
o seek out and interact
nals of

O All-in-one tools
Join/Create Workplace

Enter WorkDo Network >

If you have not crez

All-in-one tools
— — —

S i . J \

O 1 Join/create workplace 02 Join a new workplace 03 Fill out company email

,t(:qg.WorkDo




Verification
Your email address has yet to be

A verification code will be sent to the
following email address:

demo@democompany.com

Cancel Confirm,

S
—

N

04 Email confirmation

3.1 Guided Sign Up

€ Email Verification

A verification email has been sent to your email
address:
demo@testdomain.com

NG

Did not receive the verification email?

>»

Resend

g o )

05 Enter verification code

\_ B

06

20

Vs

Join workplace

,t(:qq.WOrkDo



3.2 Self Sign Up

Join Other Workplaces
Workplace Set with Company Email Domain

User has a Company Email

Table of Contents



3.2 Self Sign Up

= Demo f ;
= Workpiace Settings > : il € Join/Create Workplace (2]

WorkDo Demo Inc. (India)
s

Create New Workplace
WorkDo Demo Inc. |1
25

WorkDo Demo Inc. 1 (In...

WorkDo Demo Inc. Il Join Workplace
Demo > 2113 i O

Join Demo Workplace )

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

Recents Starred Groups Buddies

*  WorkDo Network
‘ Garalaocn

Private Space
Demo -m
-

L3wm

I e

LN - -
7
—

All-in-one tools

. Vi
= = —

Ol Workplace list 02 Join/create workplace 03 Join workplace




3.2 Self Sign Up

€ Join Workplace

il € Email Verification
Enhance teamwork with WorkGo
A verification email has been sent to your email
Please enter your company email. You will join 1 | address
the workplace after verifying your email

demo@testdomain.com

NG

) Did not receive the verification email?

— Y ) P e ) P p—

Resend = -

S
—

thhwugu ° uem M?ﬂul
Yo

\‘ B

04 Enter email 05 Enter verification code 06

Join workplace

,t(:qg.WorkDo



4. Create Groups

41 Create Groups

4.1.1 Groups — Add Members

4.1.2 Join Groups
a2 Default Groups

43 Buddy Chat

4.4 Tip: Set Favorites
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4.1 Create Groups

» Create dedicated groups for different departments,

topics, tasks, etc. for improved collaboration.
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= Demo
" Workplace Settings >

@ Roster (1) 8= Public Groups (2)

Groups

@8 |nformation Hub

i Do
z WorkDo Testing
Do
w
= @
ol
N
-7 /

O 1Workp|ace > create group

4.1 Create Groups

Create Gro
(- Ioermol foup.

@ Upload greup image

Group Name Marketing

Group Description
Marketing discussion group

Group Privacy Public

| /-\
- et

02 Group info > done

Do you want to set the privacy
conditions for this group?

Set Skip

03

Privacy settings

,t(:qq.WOrkDo



4.1 Create Groups

Group Privac Il < Add Members

[Marketing Department] [Marketing Department]

¥

Roster

Turning this on means the group

rched and found by any o

within the workplace.

can be s
membe

Bianca Tseng

QR Code and Invite Link

- »

Bram Zhou
Bryce Chu

Bubble Chang

Owner and Admin Cara Landon

Here lists all
workplace
members, once
added, they are
in the group.

Jeffrey McNeal

@ Everyone

John Bradley

DOSTS

S VD
04 Privacy settings > next 05 Add member methods

,t(:"g.WorkDo



4.1.1 Groups — Add Members

Effective Group Conversations with a Focus.
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il = Demo 2
M~ Workplace Settings > I ¢ ;ﬁaouP Settings

I Jite
e Il ¢ Add Members Invite

[Marketing Department]

s ‘i : Marketing % [ | L) E =S

Chat Alert Q Bianca Tseng

Mark As Starred

Member List a“ .3’ )

Add Members

© \ :;} Demo = N e @
L N wm Group Profile

Bram Zhou

Bryce Chu

Recents

Bubble Chang

Cara Landon
Group QR Code

U J OF- o)

s Marketing
W Group Privacy Jeffrey McNeal
: e John Bradley
° M Ad )
S Y Fan
— —

:ﬂ\-; w, | \-‘ / \-‘
Workplace >
01 right swipe > settings 02 Add members 03 Add member methods

,t(:qq.WOrkDo




4.1.2 Join Groups

SmaII—Gfoup Collaboration for Enhanced teamwork!
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4.1.2 Join Groups

= Demo

Workplace Settings >

Il ¢ Public Groups
[Demo]

] "i : Marketing

S
r. Public Relations )
Wl

@ Roster (1) 8= Public Groupsi(2, O
Groups

@78 |nformation Hub
| 7/ I

z WorkDo Testing
Do
W
g ()

Workplace >

b
O 1 public groups 02 Select groups to join

,t(:qq.WOrkDo



Marketing

You are already a member

Enter Group

03 Join

€« Marketing

up Sett

John Bradley
PostD:1013

E 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!

W Like P comment

John Bradley
PostiD:1014
Show floor responsibilities

0/3

All Members 9
Hey guys, please make sure that you are prep:

far tha ronuentinn nevt manth_Wa nead tn finizh 1in

N

)\ — §/

Group wall for

04 recent activities

,t(:qq.WOrkDo



4.2 Default Groups

© Use the two default groups for company-wide discussion,

announcements or change them to use any way you deem fit.
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I — Demo

Workplace Settings >

Workplace > right swipe

Ol > Settings

L]
‘ e
Group Settings
‘

M information Hub
A pr e, r
My Info in this Group Q
Chat Alert )
Mark As Starred )

Member List @Qe’*oe

Add Members

Group QR Code

Group Privacy

| I
\-k .

02 Change group name

.t(:"q.WOrkDo



& Group Info i Il ¢ Group Info

[information Hub] {information Hub}

® Upload group image

The option to

Information Hub Group Name ~ Information Hub
; delete the group
Share mdusmrT;moa.v\ecui n‘e'.-.‘s‘ trel Group Description can be fou nd N
irennatan 2fault group:in whici Share industry knowledge, news, trends g
® can rename or delete) and other information. (This is a default th e Sett| n g S >
group in which you can rename or delete) Ad
vanced
am gre ithin your
e teamwork and strengthen
h Y
g —

03 Edit 04 Complete

,t(:qg.WOrkDo



4.3 Buddy Chat

© Add buddies for a more focused one-on-one communication.
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I < ﬁﬁﬂ Buddies

G

= Demo

Workplace Settings >

apd  Viewall
. 1 buddiesin the

m Cara Landon Added

S Lettey Moneal Buddies List
@ Roster (1) 8= Public Groups (2) Q
Groups Recents
@8 |nformation Hub €
m " Do Cara Landon Do
W : B
2 orkDo Testing I~ ﬁj Demo =
w N v m
x (+) > &
Workg
' ' | 7
/ / \ / /

-

Ol Add buddies 02 Member select 03 New buddy added

,t(:qq.WOrkDo



4.4 Tip: Set Favorites

® Set your favorite buddies and groups.
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4.4 Tip: Set Favorites

Il ¢ Group Settings
[Executives]
“HY Executives
WisBl s
My Info in this Group
Chat Alert

Mark As Starred {

N

9

Il — Demo
" Workplace Settings >

Group Members

Member List e

) @) Roster (3) 5= Public Groups (6)
Starred
Add Members

&3 i B9YE Executives
. ‘,' b‘é Executives R *ﬂg =
it 2 Group e
‘\‘ - W -

L > -

Group QR Code
Do John Bradley Do
Group Privacy

Manage Group

0 ° MM X Qo ¢
\\ ~ 4 = ~ 4 N et
O 1 > Settings 02 Mark as starred 03 View starred list

¢

® Groups

Workplace > right swipe

,t(:qq.WOrkDo



il = Demo

= Demo
Waorkplace Settings >

Workplace Settings >

Il € Buddy Settings

ia Cara Landon

Profile

Chat Alert
>

Mark as Starred

Q
Edit Buddy Info. 0

Manage Tools Recents
Cara Landon Do
Unbuddy
= ‘i : Marketing
Do
w
AT Demo
¥ ©
| ! | Y
.\\-‘ / / \

)

Right Swipe > Buddy

O 1 Settings 02 Mark as Starred 03 View Starred List

.@3.WorkDo



5. Organization Structure

5.1 Employee Info Import

Table of Contents



01

Import Employee Profiles >
Download Latest Template

Create Time Status Records Processed

DY
employee import s.ds A ,

02

Fill out Employee &
Department tabs then save

The function of “Import Emy

Please note: This templat

it easier for you to follow the steps below. Any chans

Jo | Flezas follow e descriptions in svery call.

Import Employee Profiles
ployee Profiles™: 1. Import/Edit multiple employee profiles at a time. 2. Import/Edit

s based on

our data in HR. Making sure all configurations are correct before downl
s made to this template will affect your data once it has i

. No Step

Description

1 |Preparation- Optional

[f you plan to enable "Leave Pra”, we recommend setting up “Emplayment Types|
template so that you may choose the employment type of new employees.

6 2 |Download the sample

This sample will contain informatin of currently aclive employees and departme

3 |Filin information

[Please follow the descriptions in every cal
(You will see the descriptions when you mouse over each cell)

4.1

4-2

Rules

Only two sheets are required to Tl n; Employee and Department, the ather sheel
be altered. A field is required when the column title s highlighted in yellow and of
highlighted in biue.

Vou may fill in efther one of the sheets firs, but the following fields will refer to da
1. The "Department” field in the Employee sheet will sync data from the Departm
2. The "Manager® field in the Department sheet will sync data from the Employee

Regarding the Employee sheet

1. Employee [D must be unique.

2eWhan creating a new profile, choose either the Business Email or the Cellphong
ounts and receive notifications. If both fields

03

File upload

File

,t(:qq.WorkDo



5.1 Organization Structure : Employee Info Im"'o

04 05

Verify failed records = 0 Import and you are done!

Uploaded Emplo Employee  Department
| staws | Recoras 5 | Processea 5 | Failea 0
| skibped 0 | Fie | Create Time 2020-07-03 1425
employee_import_simple_sample_en.xls Error Message Employee ID  Name Department Name Business Ema
4 B o Click here for
& Public Relations detai Ied
Ertor Message Employee ID Name Department Name Business Email Celiphone No. Employee Status R
s Delores  Executive +886987654321 Active v B nEEET s | n St ru Ct | ons
s Wayre Public Relations +386087 Active rd Rick Research & Development
s Joyce Human Resources Active P - Marketng
s Rick Research & Development +886987654321 Active
s Eron Marketing Active

K e‘g.WorkDo
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https://docs.workdo.co/WorkDo-02-%E4%BA%BA%E4%BA%8B%E4%BD%BF%E7%94%A8%E6%89%8B%E5%86%8A.pdf
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6. Settings

61 Add Admins

6.2 Privacy Settings

63 100l Dependency

64 1ool Activation & Tool Roles

6.5 User Guide Download
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6.1 Add Admins

® Workplace/group admins = owner + admins
® Owner & admins are responsible for all the settings.

® Only the owner is allowed to change ownership and group deletion.
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6.1 Admin Permissions

Workplace/Group Workplace/Group

Permission Owner Admin Tool Admin
...... De|eteworkplace/6roup.
OwnerShlpTransfer ............................................... . ...........................................................................................
...... Mamtamsettmgs.. |
..... Toomctlvatlons..
...... MemberRo|eChange..
...... MamtamToomata.



6.1 Add Admins to Manage the Workplace/Gi’*

= Demo
~ Workplace Settings > &

@ Roster (1) 8= Public Groups (2

Ve
—

O la Workplace Settings

Workplace and

group share the

same following
steps

Olb Right swipe > Group Settings

,t(:qg.WOrkDo



€ [\Vorkplace Settings

Public Groups

Workplace Profi
Workplace Info
Workplace Binding
Workplace QR Code
Workplace Privacy
fanage Workplace
Manage Admin
Tool Box ©
Workplace Notifications
Member Join Log
Workplace Statistics
Blocked Members
h
—

\3

02 Manage Admin

>»

& Mr?ﬂn?age Admin

Admins can manage information, member

authority, notification settings al

d tool authority.

Ll Owners have all the admin authorities and can
choose to delete workplace

| @ John Bradley W

()

03

Assign

,t(:qg.WorkDo



6.1 Add Admins to Manage the Workplace/Gi’*

e —X
U
/

L]
r —
Assign Admin % i
| € ;35 I Don:{@ I <« Mgﬂage Admin

Admins can manage information, member

authority, notification settings and tool authority.
{ L Owners have all the admin authorities and can
@J' Jeffrey McNeal 1 choose to delete workplace
-

“ Cara Landon (] @ John Bradley

‘3 Cara Landon
Only displays
workplace/group )
members

()

| ~
\_ »

04 Member select 05 Complete!

,t(:qg.WorkDo



6.2 Privacy Settings

® Available for Workplace/Group.
© Read Carefully Before Changing the Settings.
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= Demo

Workplace Settings > Il = Demo

Workplace Settings >

Different privacy
settings for
Workplace/group

Recents  Starred Groups  Buddies ® Groups

*‘ ‘Yf; Executives
1t SR

e (]

O la Workplace Settings Olb Right Swipe > Group Settings

.@3.WorkDo



& Workplace Settings
[Demo]

& [\!‘\:‘Snrlkplace Privacy

kplace Profile Owner and Admin

Public Groups

Workplace Info
o Everyone
Workplace Binding

Workplace QR Code

Workplace F

Owner and Admin

Manage Admin

° Everyone
Tool Box
Workplace Notifications
Member Join Log Public Group o
Workplace Statistics Private Group Q
Blocked Members

7R . ‘ 7R
—

\ ’ - =

O 2 Privacy 03a Workspé?tciigsrivacy

Turning this on means the group

can be searched and found by any

member within the workplace.

QR Code and Invite Link

de or invite lin

ho Can Invite Member

Owner and Admin

p only allows owner and admins to invite
oin

Everyone

Everyone in this group can invite others to join,

\

Y
—

Group Privacy
03b Settings

,t(:qg.WorkDo



6.3 Tool Dependency

Dedicated Tools for Workplace / Group / Buddies
Different Levels, Different Tools

Improved Workflow Achieved with Tool Binding
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6.3 Tools at Each Level




6.4 Tool Activation & Tool Roles

Different Tool Roles (Authorizations) for Different Members

Compartmentalized Information Management

Table of Contents



Demo >

@ Roster (1) 8= Public Groups (2) O

Recents  Starred Groups

"B nformation Hub

LW

WorkDo Testing
o —

vxbm ouhlrﬂ ° 2 NM%IM. |
h
\ /
~

Ola Workplace > Do

o
)

‘Add Buddy ‘Scan QR Code

There is a tool
box for workplace,
groups, buddies

@ Roster (1) 8= Public Groups (2)

Recents  Starred Groups  Buddies

8 M Information Hub : Do

Sl 0w = 4@
. WorkDo Testing

P B g

ate@o

Workpiace:  Dashbol
Ve

—

Olb Workplace > Groups /
Buddies > Do

,é"g.WorkDo



Select a tool to use in this
[Demo] Workplace

N7

&

| Files Links Polls
HR ©
HR Payroll Attendance  Check In

B 8 0O ®
Leave Shift Qvertime Timesheet

® B @[

Expenses Approvals Conf. Rm CRM

@ .

oo
Cashbook  Phonebook We Buy More
—

\\

2 Workplace Toolbox

Workpl I B
< Yagolacs 1

Advanced

Attendance 1

Turn your mobile de
atime clock with A

Check In

f your job requires
from place

©
)

Leave Pro

f calculating each employ:
|eaves is a head-scratcher, p..

B

Shift

@ Schedule work shif

efficiently with the S

Overtime

3 Advanced > Activate

Advanced

Attendance

mobile device into

id be

a breeze. And it would, once ...

Leave Pro

,t(:qq.WOrkDo



& Attendance

[Demo]

Activate This Tool Q

A tool to clock in and out and track attendance.

Manage All Member Roles

Manage Roles @
Employee 3 )
Clock infout, file claim: personal monthly

summary and al er. The
department managers can to approve appeals and
check records

HR Staff 1

View clock settings and export reports, etc.

No Role 0

Not able to access this tool

b

05

Va
—

Manage All
Member Roles

Demo tool authorization
management

Employee

HR Staff

No Role

Cancel Change

\

N 4

06 Select a New Role >
Change

Va
—

Activate This Tool

A tool to clock in and out and track attendance.

Manage All Member Roles

Manage Roles

Employee 2

A list view of

anagers can to approve appeals an

check reco members Wlth
HR Staff eaCh
. o
authorization

View clock settings and export reports, etc.

No Role 0

Not able to access this tool

\\

N
—

J

07

Donel

,t(:qq.WOrkDo



6.5 User Guide Download

The User Guides Contain Everything You Need to Know!
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6.5 User Guide Download

Demo >

® Roster (1) 8= Public Groups (2) %)

Recents  Starred Groups

"® Information Hub

By o
WorkDo Testing

"

229 0 2
/-\

—

N

Ola Workplace > Do

Samerule
applies to the
workplace, o —
groups & S
buddies Recents  Stared  Groups  Buddies
@B informationHub
o
WorkDo Testi
-
= e 4
Viorkplace  Dashboard Chats  Notfications
h
\_ _/
Olb Workplace > Groups /
Buddies > Do

,é"g.WorkDo



Select a tool to use in this Advanced

[Demo] Workplace J—
4 Attendance Activated

@ > @ 1 Turn your mobile devieednto
a time clock with At ce.
| Files Links Polls | <>
Check In
@ If your job requires you to
n e from place to place, th
HR @ Leave

or leaves should b
e. And it would, once ...

HR Payroll Attendance  Check In )

® 6 E %
Leave Pro
Leave Shift Qvertime Timesheet @ If calculating each employee’s

eaves is a head-scratcher, p.

® =) M cRy Shift

Expenses Approvals Conf. Rm CRM E]

le work s
efficiently with the

@l El .se Overtime Activated

Cashbook  Phonebook We Buy

S
—

\\

2 Workplace Toolbox Select a Tool

\

Attendance

This tool is available in: 8 Wor

View User Guide

Turn your r

— Track employee attendance based on work hours

Y
—

4 View User Guide

,t(:qg.WOrkDo



6.5 User Guide Download - Web

01

Click Workplace Settings >
Tool Box

T o & 2o
€ Wall & Ann. € Workplace R Code
[ Notes @ Files @ Workplace Privacy
8 Abums @ Links * Third Party Meeting Link
(2 Calendar Manage Workplace
B
Tasks Qn o) Manage Admin
& Events 6 ToslBax
@ Polis R Workplace Notifications
& Workfiow " Member Join Log
R HR @
oz Workplace Statistics
o=
() Payrol
Robot
Attendance  Haven't clocked in yet Advanced

02

Click Advanced Tab > Select a
Tool

Workplace Tool Box

£22) View Advanced Tools POF
at

03

Click User Guide to Begin
Download

[@) Attendance

d e‘g.WorkDo
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Click to know more

.‘g’g.WorkDo


https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/DocsQuickStartBasicTool/en
https://www.workdo.co/Info/DocsQuickStartBasicTool/en
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

~

%ork smart !


https://www.facebook.com/workdo.co/
https://portal.workdo.co/en/resourcecenter/
http://www.workdo.co/en
http://www.workdo.co/en
https://www.facebook.com/workdo.co/
https://portal.workdo.co/en/resourcecenter/

