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Guide Summary

This guide will show you how to...

- create an account with Everleagues & login on your phone and computer

- create new organizations & invite users to your organizations

- set up Shared Drive in your organization and share them with your employees

- view, download, and share files in the Cloud Files tool that is synced with the PDF scanner



Create organization

1. First time user: go to app.everleagues.com 2. Returning users: click “Add My

and click “Sign up” Organization” to add a new organization
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Log into Everleagues

Returning user: after you create an account...

1. Web app: log in on a computer at: app.everleagues.com

2. Mobile app: Log in through the Everleagues Enterprise app if your company has it set
up for you. Otherwise, login by downloading the Everleagues app on the Apple App Store
or Google Play store. (If this is a new session, the system will ask for a 6 digital code sent
to your email or phone to protect you in case your password is compromised.)

Username: your email
Password: the password you created when accepting the invite
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Switch organizations

After you log in, make sure you're in the right organization

before continuing to use the app Switch Organization
Web app: View the organization name on the top left. /. Create your first organization ¢
1. CIiCk the SWitCh iC0n Or the Organization name tO VieW a” i Start by creating a new organization and invite Healthcare

users to your organization! ——
My Organizations

organizations and 2. click on any organization to switch to it

PS Personal Space 4

Dismiss Create Organization

Mobile app: View the organization name on the top.

/4. Still not sure where to start?

3. Click on it to view all organizations and 4. click on any
organization to switch to it auesions, cormentsa concerts, esse.

contact us at support@everleagues.com.
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Invite users to your organization
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Active Users 4 Invited Users Request to Join Users
Add My Organization
Showing users from all organization units 3= Filter Users

== Dashboard -
M= Chat 3 Q
@ Teams Name ¥ Email Role Role Type Status  OU
Directory v w7 (@everleagues.com Owner - Active

Operation v ‘ Sara Lee user512@vitalcousa.com Co-worker - Active i Q 7

a Settings <

—— {3 0 b o 0 Q
> Onganzation 1. “Invite New User” shortcut - click to invite co-workers
> Organization Units
[13 0 » [13 » Q
> Subscrpons 2. Go to “Settings” -> “Users” to view all users

> Users 2

@ Open Video Conference

3. You can also invite users by clicking the + icon on this page

@ Cloud Files -

1
4, Click to view invited users here & resend invite if needed M

e, Al Assistant (beta)

» .
# ELSign Row per page: 1-2 of 2 4 < > >l
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Set up and view company drive
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Q, Search in My Files
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Add My Organization
B3 Dashboard C My Drive 3 & Upload Files & Create Folders
@ Right click on a folder to share. Right click anywhere else to upload.
!l Chat
D Icon Name Type Size Last Modified
@ Teams
[ ] Patient Data Group C Folder 03/31/2023 01:44 PM
E Directory v
[ ] Field worker Jane Doe Folder 03/31/2023 01:52 PM
[  operati ¥
- pesation [ ] Patient Data Group B Folder 03/31/2023 03:51 PM
* Settings ». =] Field worker Sara Lee Folder 03/31/2023 01:48 PM
@  Open Video Conference [ ] Patient Data Group A Folder 03/31/2023 03:57 PM
@ CloudFiles 4 3 I d ’I ” 113 0 12 0 d 2
1. Go to "Cloud Files™ -> "My Drive” to view and create e

> My Drive 1
A company folders. Double click on a folder to view its files. Gy
L Upload Google Drive File

> Shared With Me

2. Right click anywhere to create a new folder or upload files

e, Al Assistant (beta) v

- 3. You can also click on the top button to create a new folder
IE income and Expense Or upload ﬁles
A ELNet
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Share Files

Share company drive

Add Users

3 saralee @

1. Go to “Cloud Files” -> “My Drive”

2. Right click on a folder to share it with others 4 Manager Notify users

3. Select users 4. Choose “Manager” to allow them to upload

Shared with D Copy Share Link

5. Click DONE to finish sharing
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