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WHAT IS UPWAVE?

Upwave is a cloud-based platform for collaborating on projects,
innovation processes and daily tasks.
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You can safely invite partners, customers, suppliers and other external users

£

into your Upwave workspace. Your organization owns all the data, and can
archive it when a project is completed.

The biggest challenge when adopting a new tool is often varying skillsets
and experience within the organization. Upwave is designed to be as
intuitive and user-friendly as possible, so that you can get everyone
onboard - with no extra training.

Upwave is available on both web and mobile, which makes it easy to get
things done both at the office, at home and on the go.
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CREATE WORKSPACE

A workspace is a place where your organization can collaborate
on projects and tasks. Inside your Workspace, you can create
different teams or departments.

1. Go to www.upwave.io and sign up

@ upwave Product Pricing Support Blog Your teams

To do v n progress v Completed
to g et h e r 2 Instagram ad: Ebook A instaaram-post
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~" New keywords for AdWords &! Linkedit post

Upwave is a cloud-based platform for
collaborating on projects, innovation processes

and daily tasks.

Bing campaign: Shadow IT

Get started for Free S
° ° °
2. Enter emalil, name and password 3. Enter workspace name, industry and size
% upwave
% upwave
Create your Upwave Account
Create Workspace
Email
Hi Ane Ekern, and welcome to Upwave!
Let's get started and create your first
First name Workspace.
Give a name to the Workspace
Last name
Typically a company, department or project.
Password Company industry
v
| accept the Terms of Service and Privacy Company size
Policy v

Create Account

Create workspace

Get started for admins @ upwave



http://www.upwave.io

NAVIGATE UPWAVE

Navigating around Upwave is easy. With the menu on the
top of the screen you'll find what you're looking for.

YOUR DASHBOARD SEARCH NOTIFICATIONS

. 1

MyWorkspace
@ Upwave Project O\ ‘ O
SETTINGS

l\

{ J [ J | =, Ane Ekern
[ Boards J Teams My Cards Templates Calendar Analytics L Set work title <_I

Profile & settings

Help & feedback

Last opened by me \/
Signhout
"”‘ Product roadmap
‘ P ICt devi 14 ombplets | ast undat 7 minutes aao @ MyworkspaCe
Add people

Manage members

Administration

Vn ° Marketing Plan 2019
' Marketing mplete 1St updated: 5 minut:

Create new workspace

Dashboard: The "Workspace"-icon takes you to your dashboard, where the default view
is a list of your boards. From your dashboard, you will also have access to teams, my

cards, templates, calendar and analytics.

Search: You can search for card titles and text(descriptions) across all boards. Just press
the magnitying glass in the top-right corner, enter a search term and press «search'.

Notifications: By pressing the bell icon, you can see all your notifications.
Settings: By clicking on your profile picture in the top right corner, you will find settings.

Here you can see your personal settings, Helpdesk, invite people, administrate your
workspace log out or switch to another workspace.

Get started for admins @ upwave




CREATE YOUR FIRST TEAM

A team in Upwave is a subset of people inside the workspace.
You can create teams for different departements, project
groups, external suppliers etc.

0 MyWorkspace

Upwave Project

soards leams My Cards lemplates Calendar Analytics

Marketing

8 members

To find your teams, go to your dashboard and click on the «teams"-tab.
Create a team by clicking on the circle «<New team". Select team name, team color,
and visibility (private or workspace visible) and click "Create." Now that you’ve
created a team, you're ready to create your first board.

Read more about teams here

Get started for admins @ upwave
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CREATE YOUR FIRST BOARD

An Upwave board is a shared canvas where board
members can collaborate on projects, tasks, ideas,
problems etc.

To create your first board, select Create new board
«Boards» in the top menu, and

click on «<New board». You can T Bk
also go to the team where you _ Simple todo

want the board to be created

Scrum (advanced)

and select «New boardy.

Eisenhower Matrix

When you create a board, you

have to choose which template

Simple todo (pink)
you want to use. You can start S

Sales pipeline

with a blank board, a simple to-
do list or a more advanced

Hiring process

template, like Business Model
Canvas. e

Weekly meeting

Give the board a name, choose SWOT

who the board will be visible to
and which team you want to
create it in.

Read more about boards here

Use template

Use template

Use template

Use template

Use template

Use template

Use template

Use template

Use template

Use template

Use template
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CREATE YOUR FIRST CARDS

An Upwave card can be viewed as a post-it, where
you can collect information about tasks, ideas,
Issues, customers, etc.

To create your first card, go to the board where you want to create the card and
press «Add a card». Provide a brief description of the task, add any sub-tasks,
set a deadline, upload files and delegate the card to the person responsible.

DELEGATE TASKS AND SET DEADLINES DIVIDE COMPLEX TASKS INTO SMALL SUBTASKS

H B /

[
i
1]
§

Facebook ad: Video

Branding
O Jul29 = 0/6
C: O - Py ) Choose a name for the business
< -y G @ w : O Decide on the “brand message”, also known as your unique selling
proposition or value proposition
O Choose brand colors and fonts
O Create logo
COMMENT, UPLOAD FILES AND GET FEEDBACK CATEGORIZE CARDS WITH COLORCODING
- Ane Cecilie Gjesteland Ekern
This looks great! < ngh priority
L Soeb : - . .
% :-’é;f:‘e-'ii.l ? - . M e d I u m p r I O rlty ‘
Check out this icon and background pattern. What do you think?
Low priority
No color

Read more about cards here
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INVITE TEAMMEMBERS

There are several ways to invite new teammembers,
and it only takes a couple of seconds.

1. INVITE FROM SETTINGS

MyWorkspace
Upwave Project

. &, Ane Ekern
Boards Teams My Cards Templates Calendar Analytics L Set work title
Profile & settings
Help & feedback
Last opened by me v

S Product roadmap

° Marketing Plan 2019
@ Marketing 13 mplet Last updated: 5 minute

3. INVITE FROM A TEAM

) Marketing

MyWorkspace

Invite new members

They will also become members of your workspace.

[ Find a board... Le

Email address Name

name@compa ny.com

Add new members to Marketing by entering their email address.

Signout

e MyWorkspace

Add people}

Administration

Create new workspace

2. INVITE FROM THE ADMIN PAGE

% Upwave Admin

4. INVITE FROM A BOARD

AV

Board settings...

— v In progress v Completed

Save as template...

Export board... .

Report...

N3
Card archive... E A 4 )
o “

4‘.‘ . O_ductiVity v tiistacram post

.J/\
N

\/ Facebook-campaian

Sales pipeline Company Users Billing Security
® s- 59 — S Manage members Update company Add or manage Manage billing and Manage security
profile and settings users view charges. features

: i Paid Marketing Camy : =
® 20% complete @ 2 overd o : Board activity... |
+ Add another invitation Instagram competition \/ |
Email members... Facebook-ad:-Webtratfi :
May 26 i= 0/1 @
Add a custom message O May ‘_ \/
Content ideas Leave board Instagram-ad: Ebook
£ : _
D 50% complete Last updat m S Archive board Google Campaign: Teamwork »
Geoale-Campa
®Jun2 =0/5 ® Jul20 = 4/4
g . Ad(
. Marketing Plan 2019 . . e
E} 5: H Bing campaign: Shadow IT Add card
- ® 13% complete Last updated: a day ago ' .
O Jun 30 = 0/2

Read more here
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ENABLE TIME TRACKING

Track time spent on your tasks and set estimates.

Board settings

1. Enable time tracking

Go to board settings on the board where you
want to start tracking time and click «Enable time
trackingy.

¢ \ Contént calefidar : MC '
& rketis 28

O Research keywords

2. Start tracking time on cards

Open the card where you want to track time and

O Create landing page

O Write ad copy

O Create bidding strategy

[ Time tracking 1

click on the button «Time tracking.

©+0 0 @ T Close

Time Tracking

3. Use the timer or add manual entries )
When you open the time tracking window, you can RIS

Spent 27h 30m Estimated 40h

or Add manually

either use the timer or add manual time entries.

You can also add an estimate for how much time

you're going to spend on that card. All the time
that have been logged on a card will be shown as . sror deusson e fear o o

Sep 20 Web prototype with the new brand John 10h
a list, with date, description, who logged it and Sep 18 Create branding guidelines John 3
time Spent. Sep 17 Designed new logo Sarah 8h

Sep 13 Decide on brand colors Sarah 4h
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GENERATE TIME-SHEETS

Select data range

This month

Past month

Past 3 months

This year

Pick a date range...

Choose which time period

you want the time sheet to
show. You can either choose
one of the predefined options
or pick a date range.

Easily generate and export timesheets at project-, task-

or user-level.

Go to board options, and select «time sheet».

Jan1, 2018 - Oct 31, 2018 v

Month
Oct 2018
Sep 2018
Aug 2018
Jul 2018
Jun 2018
May 2018
Apr 2018
Mar 2018
Feb 2018
Jan 2018

Total time logged in period

Select time unit

Day
No grouping w

Year

Choose whether you want to
display logged hours by day,
month or year.

11h 16m

41h 40m

23h 6m

6h 36m

23h 16m

14h 40m

24h 28m

18h 47m

10h 31m

7h 7m

181h 27m

O Month s~  No grouping

Jul 2018

Select grouping
Month w
Card
User

Choose whether you want
logged hours to be grouped by
user or by card. You can also
choose «no grouping» if you
only want to see the total
logged hours.

Get started for admins

Download report

Download PDF

Download CSV

You can easily download your

time sheet report either as a
PDF- or a CSV-file.

% upwave




WORKSPACE SETTINGS

Administrate your workspace from the admin panel.

To find the workspace administration page, click on your profile picture in the

top menu and select "administration”, or go to

% Upwave Admin A @

I

Company Users Billing Security Support

Update company Add or manage Manage billing and Manage security Find answers or talk
profile and settings users view charges. features to our team.

From the admin panel, you can:

.- Update company profile and settings
- Add or manage users

- Manage billing and view charges

- Manage security features (SSO)

.+ Access support

Get started for admins @ upwave
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WORKSPACE PERMISSIONS

There are three hierarchical levels of permissions in
Upwave: Workspace permissions, team permissions
and board permissions.

Your permissions depend on whether you are an admin or a member.
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RIVATE ADMIN:
OR TEAM CAN SEE AND CHANGE ALL
tw : Board 1 Board 2 Board 1 Board 2 N TEN T AND ST e

Workspace Admin

A workspace admin has full access to everything in the organization,

can edit Workspace Settings like billing information, have the

permission to delete the entire workspace and disable any members

ADMIN:

ADMIN:

CAN SEE ALL BOARDS
AND CHANGE SETTINGS

Workspace Member

MEMBERS:

CAN SEE TEAMS THEY'RE PART OF
AND WORKSPACE VISIBLE TEAMS

MEMBERS:

CAN SEE BOARDS THEY'RE PART
OF AND TEAM VISIBLE BOARDS

MEMBERS:

CAN SEE ALL CONTENT AND MODIFY
STRUCTURE AND CARDS

A Workspace member (default permission), is not able to access Workspace

settings, but is allowed to create new teams or boards. Workspace member

within. The person creating the Workspace is automatically set as shared Workspace.

Admin, and can add new admins.

can also access (and join) all Public Boards and Public teams within your

A Workspace member that creates a team or a board is considered an admin

in that particular team or board and will have privileges to edit the team- and/

or board-settings.

Get started for admins
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ACTIVATE SINGLE SIGN ON
FOR G SUITE OR MICROSOFT

Allow members to use their Google or Microsoft
Office 365 acccount to log into Upwave instead
of email and password.

To enable Google G suite or Microsoft office 365 authentication for your

workspace members, click on «Security» in the Admin panel.

% Upwave Admin

Security settings

Google G Suite authentication

Enabling this feature, your workspace members can use their Google account to sign

in instead of email and password. Sralelis

Microsoft Office 365 authentication

Enabling this feature, your workspace members can use their Microsoft Office 365

account to sign in instead of email and password. Enable

Invite people via link
Share this link with other to grant access to your Workspace.

https://accounts.testupwave.io/signup/?signup_token=d7bcb414¢c4cd49869ed559e9cb8e1b12 Copy

When enabled, users who sign in with connected G suite or Microsoft office
365 accounts will automatically gain access to the workspace. They will be
required to log in with their Google or Microsoft account when accessing the
workspace. If you invite an external user (not a part of your G suite or

Microsoft office account) to your workspace, they will not be required to use

Single Sign On.

Get started for admins @ upwave




DOWNLOAD THE APP

Upwave is available on both web and mobile, which
makes it easy to get things done both at the office, at
home and on the go.

Keep up to date on your projects

N Telenor = 15.29

< Back Marketing
Get an instant overview of your tasks and Q_ Filter cards
deadlines I progress
Navigate visual boards for your workflow | 2 Social Media

and projects
Receive notifications

Filter boards and cards

Instagram ad: Ebook

Organize your workflows and collaborate

Paid Search

Google Campaign: Teamwork

Delegate tasks to yourself or team members YRy
Set deadlines
Create subtasks

Write comments and descriptions

Download from Google Play Download from App Store

Get started for admins @ upwave
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INTEGRATE WITH YOUR
FAVORITE TOOLS

SINGLE SIGN-ON CHAT

B 3
i -

G-SUITE MICROSOFT OFFICE SLACK GOOGLE HANGOUTS
CHAT

\ \/ | \365// \ \/ | \/

/o" ..'lo
/l

FILE STORAGE
GOOGLE DRIVE DROPBOX SHAREPOINT ONEDRIVE

CALENDAR OTHER

o} ¥ @

GOOGLE CALENDAR OUTLOOK CALENDAR ZAPIER EXTENSION FOR
ADOBE CREATIVE

31
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