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ONBOARDING MADE SIMPLE

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

STEP 6

y

Buy Seats

Setup consolidated billing for all team subscriptions.

Edit Team Details

Edit your business and team names and upload avatars.

Add an Install Template

Choose to include your own template to the install process so
your team has everything they need straight away.

Add a Workspace

Choose to share a workspace with your team to collaborate
on projects.

Invite your Team

Enter user details and send email invites with install link.

Start Using Connect

Built-in chat, voice/video calls and screenshare without
meeting links or codes.
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Wavebox for Teams Quick Start Guide

STEP1  Buy Seats

& Wavebox 4

& wavebox.io/manage/org/new

g Jess Hemmings

@ My Account

Wavebox for Teams

E) Security & Privacy
Work together in Wavebox and boost productivity across your entire team. First enter your co-worker details below, then
&> Profile Sync click on 'Buy team seats'. A team will then appear in your sidebar, where you can manage invites, create shared templates,

and more. Visit the Teams Quick Setup guide.
Templates

Subscription

55 Billing AN SeatsinUse Seats Available

0]

St Add People

Upgrade to Teams Start adding seats.

e Enter your co-worker details below, adding more seats as required.
¢ Then click on '‘Buy team seats' to checkout and pay.
* Your team will appear in your sidebar, ready to use.

» Any existing Pro accounts will be converted into free Teams seats for the first billing period.

Add seats. How many?

2 =

g Jess Hemmings jess@jess-design.studio

@ You're the first person and will become the Admin.

9 Email Address

g Email Address

Buy team seats

() Monthly @ Yearly

* Inthe Admin Portal, click on Add People > Upgrade to Teams in the sidebar menu.
* Use + to enter the number of seats you need for your team
* Click on Buy Seats to go to the Stripe Billing Portal.

* After buying your seats, a Team will appear in the sidebar of your Admin Portal
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STEP2 Edit Business and Team Details

2 Wavebox +

GG} @& wavebox.io/manage/connect/people/9d065c5fdd5b4ff5b3358e53bad03c51

g Jess Hemmings

(© My Account Studio

6 Security & Privacy
Here are the people that belong to this Team. For more information on setting up Wavebox for Teams, visit our Knowledge

C Profile Sync Base.

Templates

‘ Jess Creative Inc
Team Name Studio

Manage

&+ People A
Team Avatar ‘ Choose File

Qo
& Teams

&3 Billing

Templates
NAME EMAIL ENROLLED

— .
i Studio a Jess Hemmings jess@jess-design.studio

CO) Manage

(O Rooms

Workspaces

<
After purchasing your seats, you will see two new sections in the
sidebar. The first is for your business, and the second is your first team.

* Click on Manage in both sections to edit your business and team names.
* Click on Billing to access your team invoices and manage consolidated billing
* Click on Templates to see any templates you have shared with the team.

* Click on Workspaces to see any workspaces you have shared with the team.
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Wavebox for Teams

STEP3  Add anInstall Template

2 Wavebox +

(G @& wavebox.io/manage/account/templates

g Jess Hemmings

@ My Account

My Templates

(S Security & Privacy
Any templates you have created will appear here. The share code is active until deleted, and you can copy it to use again at

<3 Profile Sync any time. To learn more about Templates visit the Knowledge Base.

Templates

NAME SHARE CODE INFO DATE TEAMS
é Jess Creative Inc
’ s68BuCu9JNZa Groups: 8 2023-02-21 =
I
Mahage WerkPrafile © Copy Passwords: O 14:38:24 u
&+ People
- PiaaET I3xvacYVGKHp Groups : 3 2023-02-21 (i
o] TEamg e © Copy Passwords: 0 14:37:59
&3 Billing
4 brMHQTOHSdAB3 Groups : 4 2023-02-21 o
Templates E day A \
P YRIYCSY AARRR © Copy Passwords: O 14:36:46 -

b

i’ Studio .

C% Manage

(D Rooms

Workspaces

22 Wavebox +

C @ @ wavebox.io/manage/org/templates

@ Jess Hemmings .

(© My Account .

: Team Templates

(5 Security & Privacy

Templates available to your team users are listed below. Any team member ca

i Templates page. To learn more about Templates visit the Knowledge Base.

~_ Profile Sync

Templates

. . é Jess Creative Inc °
* Click on Templates in the NAME SHARE CODE INFO
. Manage ..

My WCIVGbOX deln A ) I13xvacYVGKHp Groups: 3
cr Paspls Messaging © Copy Passwords: O

section to see a list of all 25, g
= Billing brMHqTOHSdB3 Groups: 4

your templates. = gil BVl ATES e e

To make a template
available to teams, check
the box in the TEAMS

column.

Those templates listed on
the Templates page in
your business admin

section.
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STEP 4 __ Add aWorkspace

C 1@ Q Search Google or type a URL

HH My Workspace

New Tab Workspace

Your new tab

B

HH Studio Workspace

Use as your new tab >

Edit

New Workspace
Share to team...

Delete
PROJECTS

<> Profile Sync

Templates
* Click onthe 55 Workspaces Icon

(top-left) followed by the = Burger & I e

Menu
Manage
* Highlight the workspace you want to & People
share and click on the : Kebab Menu, 3% Teams
followed by Share and the team name. B3 Billing

* Team workspaces are listed on the

Templates

—

Workspaces page in your team admin % Studio
section.
C% Manage
() Rooms

EYWavebox . 055 4 righis reservec
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Wavebox for Teams Quick Start Guide

STEP5 Add Users and Send Invites
~

# Wavebox

& wavebox.io/manage/org/people

Add User

Please enter the details of the new user, and click on Save.

Login Email stories@jess-creative.design

Enrique Kosu

Permissions Administrator
Allow access to team admin and billing screens.

Install Template Messaging (I3xvqcYVGKHp)

Studio

Send Email Invite Now
Send an invite email to this user, with a link to download and install
Wavebox.

* Click on People in the business admin section and then click on Add User.
* Enter the email they will use to login. Note that the invite will go to this address.
* Check the box to enable team admin permissions.

* Choose aninstall template from the dropdown list. If no template is selected, Wavebox will
install with a blank setup.

* Check the box to enrol them in a team they will be part of.

* Check the box to send an email invite immediately after clicking on Save.
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STEP6 _ Start Using Connect

C {2 Q Search Google or type a URL

00
00 )

WORK

__ Studio Workspace a

Add people
% Shared with Studio

8 STUDIO

PROJECTS

* After creating your first team the Connect extension icon (blue square with a white speech
bubble) will appear in the top toolbar.

* The Connect microbar will also appear on the right-hand side of the main window.

°* You can enable and disable Connect by going to Settings > General > Connect > Enable
(toggle on/off)

* Hover over an avatar to send an instant DM, begin a voice/video call or start a screenshare.
* If the recipient is online they can reply and answer the call via the Connect sidebar.
°* The Connect extension icon will display a red badge to indicate something new.

* Connect notifications are also also shown in the Wavebox Mini, and you can add a Connect
activity widget to any workspace.
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Quick Start Guide

Wavebox for Teams

U S e r I n St q I I ® ® @ Instantly upgrade your mac w1 X “+ v

& C @& wavebox.iof/download a b S * O & ¢

Hello Productivity!

All downloads start with a 7 day free trial of Pro. After that, you can continue to use Wavebox
for free with 2 Gmail accounts, or subscribe monthly /annually to keep all the amazing Pro
features. No credit coy/ oS c on cancel any time.

Email invite

Download for macOS

..............
maa0S 10.13 Sierra and above,
Optimized for Appla Silicon & intel macs.

wavebox.io/
download

MUX & 1 WIHUOWsS & |

How to Install Wavebox on macOS

1. Download 2. Start Install
Click on the download button below. Go to your downloads folder in Finder and

When the download is complete, continue double-click onthe 'Install Wavebox.dmg’
tostep 2. file.

* The user receives an email
containing a unique link to Downlosd foras0s
download Wavebox.

* After clicking the link and
downloading Wavebox, the 0

Welcome to Wavebox

user must login using the
same email address that

ooooooooo
& Signinwith Google

the invite was sent to. e ——

€ Sign in with Email

Privacy Policy and Terms of Use

* If you don't want to use the o
automated email invite, you -
can give them the template
code to paste in manually

instead.

( earch Google or type a URL

3l 00
2 fmmj o

- Studio Workspace a Add people
% Shared with Studio

=
©

°* Wavebox will recognise the

©)

BEBER: VO

user as a part of your team
and install the correct

template.

* |Inthe Team Admin Portal the

user will be shown as
Enrolled.

@Wavebox © 2023 All Rights Reserved Page 11
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Workspaces, Settings and My Wavebox
=

> C 1@ @ SearchGoogle ortype a URL

Workspaces
Webdock Icon

4 Feedly & Reddit @© Web Search

Focus workspaces
in the main window

Main Settings Menu

Workspaces

Menuicon Request a feature

Manage & share

workspaces Contact support

m I

Knowledge base

Wavebox blog

New user masterclass

S T 7

Recommend Wavebox

Check for updates

What's new

My Wavebox

(@B @

Settings

Settings Icon @

Click on My
Wavebox to launch

the Admin Portal

+ Add People
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Connect, Profiles and My Wavebox
=

Connectlicon

Hide/show the
Connect sidebar

Connect Sidebar
Toggle

Switch between
hide/micro/full

(} Theo |
: Team Avatars

Message

Click to send a DM
or start a voice/
video call or screen
share

% (1)@

— s e 7 Connect Sidebar
a StUdlo m Toggle

Switch between

hide/micro/full
~ ROOMS

General
Admin Portal: Manage Team

° 8 Wavebox +
A PEOPLE C W # wavebox.io/manage/connect/people/9d065¢c5fdd5baffSb3358e53bad03¢c51
a Jess Hemming
~
® MmyaAc N
Studio
& Security & Privacy
ere are h g f ing up Wi
Jess (you) e =
y ) Templates
Online
é Jess Creative Inc
m Nam Stud u
(22 Mano
&+ People
Team A - Choose F
22 Teoms
[heo 5
5 Templat
O I . [z} Templates
% sssss a Jess Hemmin g pugsinboots@g ©)
A Manage
[ ] B 3S e !
O Rooms = es@je 9
|?:7 Workspaces
B ett y ; studio studio@jess-creative.design

Offline
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Create and Share
a Template

@ Work Profile

Create a new profile

* Inyour Wavebox, click on the

Give this profile a name

PROFILES

Profile icon (top-right)

Choose a setup option

followed by Add to launch the po—
Proﬁle Manager. @ jess@jess-studio.design ® .
® My Wavebox Use your current Use a different
subscription subscription
£33 Settings
’ Next Next

* Enter a name for your template Syncison

(o]

&t Add people

e.g. Sales, then click on the D Ve e

Next button under Use your
Current Subscription.

* A new, blank Wavebox profile
will launch, ready for you to
start adding groups, apps and

@ Work Profile <
tabs.

PROFILES

@ Add

Create a template to

* When you've finished, click
share with others

° . MY WAVEBOX
on the Profile icon followed R
‘ 5'\ Jess@jess-studio.design Create a template to help others get started with
i Wavebox. You can include everything in this profile
by the Shqre ICOn to IGunCh ® My Wavebox e.g. for onboarding, or choose individual groups &
° passwords.
the Template Wizard: B Settings
Syncis on Note that once your template is created any changes you make

to your Wavebox will not be reflected elsewhere.

Add people

Manage Teams
Start

Don't show this again

* Follow the steps. If you
choose to include passwords
you will need to create @
master password for the

recipient to enter when

installing the template. #. Template Wizard: Share
@ & & & 0
N |n the |GSt Step, CheCk the bOX Groups Tabs Passwords Review Share
next to Share with your team T

to add the template to your

Add email addresses

Admin Portal > Templates.

Message

Knowledge Base Article

Share with your team
| ‘

httpS://WGVGbOX.iO/kb/hOW‘dO‘i‘ Manage your team templates
create-a-group-profile-template-to-
share/

Copy vour template share link

https://wavebox.io/share/S8g8Yw6b9lqg_

EYWavebox . 055 4 righis reservec Page 16

Powering Productivity


https://wavebox.io/kb/how-do-i-create-a-group-profile-template-to-share/

