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WELCOME TO WORKPLACE @

We are really excited to welcome you to Workplace.

Example email
It's more important than ever that everyone has access to the same consistent
information and feels connected.

Table Teols fulcrum.co.uk invited you to use Workplace - Message (HTML)

sign Layout Q@ Tell me what you want to do
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In this guide you will find all the information needed to get started and make
the most of Workplace:
 You will have received an email from Workplace inviting you to join - see
example.
_@orkplace_ B
* The email will come from fulcrum.co.uk via Workplace Exclusive invitation to Workplace
« When you click on the click on the email, you will be asked to create a o e
password.

* Your user name will be your email address.

Hi  Your Name

fulcrum.co.uk now uses Workplace for company updates and important
announcements. Please create your account today to share project

- You can access your account either from a desktop (PC) or by downloading e setestEne sy mete v somesten
the app on to any mobhile device; (Mobile phone, Tablet, etc) - flerumcou
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DOWNLOAD THE APP @

Stay connected on the go by using the Workplace and Workplace Chat App.

* These can be downloaded from the Google play and iOS app stores.
« Search for ‘Workplace by Facebook’ to download both the Workplace and Workplace Chat apps

Workplace chat is where you
can join in with group chats or
message an individual.

Workplace is where you will see
@ business updates, news and

share pictures or ideas.

Available on the iPhone T
D App Store { »® Google Play
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UPDATE YOUR PROFILE

Your profile contains information about you and your role.

Adding your photo is key as it's a warm welcome to those people yet to meet you.

po=-- -
&< > C @& myworkplace.com/profile.php?id=100029446927489

H Apps @ QRCode Monkey -... ’:, Umbraco - www.ful... @ New Tab 3 Business Cards
@ Q_ Search
Home

é News Feed

o
D > I-= See More
N

f Business News
reve

Katie Gill

@ South Operations - Pre-start Photos Marketing and Customer Engagement Analyst - fulcrum.co.uk

Timeline Chat About More v Q_ Search Katie's timeline...

&3 Dunamis

Top Tip: Access and complete your profile by clicking your name in the top right of the screen

Things to do:
v Fill'in your “About” section - including phone number, location, job title and department

v/ Add your manager if not already complete
v/ Add your profile photo (and a cover photo if you like)
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GROUPS

Groups are at the centre of your Workplace experience. This is where Things to do:

you communicate and work with your teams. v/ Search available groups
v Ensure you've joined all relevant groups related to

You will be a member of some groups along with everybody else in the your job role and team.
business and you can also be a member of a group specific to your
role.

[ fulerum couk - Workplace x

« > C & my.workplace.com +r e :
i Apps @ QRCode Monkey -... ’:, Umbraco - www.ful... @ New Tab 3§ Business Cards
Search g News Feed
@ ° ) FuLcRUM
© Advanced
Home
Add people
L= Workplace is best when everyone in your
= News Feed Create a post... B ry ¥
D company uses it.
=N
> (e See More p Add People
m Photo/Video c@ Feeling/Activ... o Check in oo

o @

it Sales

Events & celebrations
You've seen all new posts

Check back later for updates Trending posts
®(@ Forall those with kids at home @

@ 19 upcoming workversaries
. Business News

24  Stephen Pitt to People News ¥
Hayley Rylance b .
Ihrs - & OO Some great news in these strange ...
= Sheffield Head Offi @ 18 Robin Rees to Sales
effield Hea ce i i .
“ Marning Fulerum family! @ Our resident Rocky, Jo Tho...
7 Hope everyone is safe and well....ancther beautiful day forus all © ¢ 16 Craig Baugh to Stay Well :
+ Operations North pre start Photos
P P Show me a picture of your sky where you are J... See more OO Apost

15 Temry Dugdale to Business News

©Q HIIT session in the Matthew...
.

16 Sarah Matthews to Stay Well

=+ Create Group
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People Suggested groups

@)
l% Terry Dugdale
e a) Hayley Rylance

Explore and join groups that colleagues belong to

Chats ~

Six core values keep the Fulcrum Spirit alive .

\ L FULCRUM Spmf throughout everything we do

Safe | Partnership | Improvement | Reliability | Integrity | Together




®

« Select “Notifications” and then choose “Emails”

NOTIFICATIONS -
FROM A MOBILE OR TABLET

* From your mobile or tablet, select the three stacked

N M H i OZ2-UK = 14:26 om
lines at the bottom right of the screen. < Settings D
14 Notification Settings
'ﬁ General ‘
What Notifications You Get
O You ' security and login You'll see every notification on Workplace, but you can
o C? turn off notifications about specific posts as you view
B e QJ them. Learn More.
~ Privacy
&) Group posts
'~ Timeline and tagging
How You Get Notifications

H Videos and Photos @
" Sounds

«  Select “Settings” from this new menu, and then
“Account Settings” from the pop-up

Events

I}' Admin Panel

« This will now display the options to update the
frequency of emails you receive.

Groups

| winoz-uk T 14113 o m

< Email Notifications Settings

You'll receive emails for:

Account Settings

All notifications, except the ones you

| Activity Log unsubscribe from
ﬁ Important notifications about you or activity v
you've missed
— Cancel
- b > Only notifications about your account,
security and privacy
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WORKPLACE CHAT

Workplace Chat allows you to have 1:1 and groups instant message
conversations along with voice and video calls.

Quick Tip:

« Search for contacts to chat with from the contact search in the bottom
right hand corner of your Workplace on desktop

« Download the Workplace Chat app for your Smartphone
 Easily share your desktop when having a 1:1 video call

« Express yourself using GIFs

Hold 1:1 or team meetings using Video chat
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Launch Team 10:38 AM
Can we do a quick video call?

Aaron Chadha 9:32 AM
You: See you there! (7]
Aude Reynolds 5:57 PM

That works for me

Rebe Freitas 9:04 AM
You: got the file, thanks

Frederick Powell 9:04 AM
You sent a sticker

Andrew Arendt 904 AM
Andrew sent a PDF.

Surprise Party! 10:38 AM
Sounds good.
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