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Adding new users to the site 
First step is too invite new users to the workspace. In order to do that, you need to visit your 
profile. You needed to be logged into the workspace in order to this. 

Next step is to click on the tab email invites. (Only team captains can invite members and create 
groups. If you are team captain and you cannot create groups or invite members, please let us 
know)
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Enter the name and email adres of the members you want to invite. Use the plus button to add 
another row to add more members at the same time. You can also modify the invitation message 
in the box below. 


Creating a team 
Creating a team consist of a few steps, some optional, some are more important. First step is to 
go the workspace, then click on Workspace teampage. 


Once in the teams page, you will see all the available teams.. You can request access to one, or 
create your own. This what we will do. Click on create a group.
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On the next page you give your group (team) a name. You can add description if you like, it is not 
required. 


Click “create Group and Continue” to get to the following page.


This is group settings page, here you set the settings for the teams page. These are the 
recommend settings.

The most important setting is the privacy 
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option, you need to set at is a private group. The rest is recommended, but feel free to change if 
you like. Click on next Here you can set the team’s image


On the following screen, you can set a cover image. This is optional, but be creative if you like.. 
Once done, go the following page. On this page you can add group members. They should of 
already created to account, if not, add them via the profile page 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You can use de search box to find you team members based on name or email adres. You can 
select multiple at the same time clicking on the plus button.. In the box below, you can your 

personal message. Of course, members can also request access to your group. Once you send 
invitation, they will receive an email invitation.
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General use 

Once you have created / joined your own team, you have several options to your disposal. You 
can view the team members, you can post stuff in the Feed, you post photos, upload documents 
and Team Captains can manage the group. 


On the feed, you can post content, you can mention someone, you can upload documents to 
share within your team. People can like, comment on your posts. Its private, so you can use this 
share documents and info about your team project. Next is the documents tabs. 
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As you would expect, you can use this to upload files, create folders to share within your own 
team. 


You can upload files and create new folders here. You can also post fotos, create albums. Last but 
not least, the team captain can go to the manage tab, to change settings for the group page
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