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Organization – Admin 
Communication is too crucial to rely on SaaS provider. We are providing 100% customizable chat solution. You 

can change and evolve your communication platform in order to your business demands. 

In TeamSpirit IM, the Admin can set Sub-admins  for departments so they can each manage their corresponding 

department. 

Dashboard 
Dashboard shows basic information, such as detail screen for users, groups/departments, rooms or disk quota. 

 

  



 

 

                      SPIRIT Proprietary and Confidential. © 1995-2019 SPIRIT CORP LLC                     4 

 

 

Users - User Management 
The user management window displays the number of users in the organization and the maximum allowed users. 

It’s also possible to Add, Edit and Delete each user as well as enable or disable the user by the super admin. 

Next section will display steps to add, edit and delete user. 
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Add New User 
Click on icon Add new. 

New window appears. 

Enter information below: 

 Username 

 Sort username 

 Description 

 User ID 

 Password 

 Status (Enable/Disable) 

 Groups (Choose) 

 Departments (Choose) 

 Permission 

 Avatar (Upload photo) 
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Edit User 
Go to Users - Choose User. 

To edit user go to action Edit or select the user you want to edit. 
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Delete User 
Go to Users - Choose User. 

To edit user go to action Delete. 

New window appears. 
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Devices – User 
Go to Users - Choose User. 

To block or delete device go to action Devices. 

Pop up appears. 
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Search 
To search user go to Search. 
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Group - Group Management 
Group management is done in the Groups window. The super-admin can edit or delete groups and see members 

of each group. A new group can also be added here. 
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Add New Group 
Go to Groups and click on icon Add new. 

New window appears. 

Enter information below: 

 Group Name 

 Sort Group Name 

 Description 

 Avatar (Upload photo) 
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Group Settings 
To see members in curtain group click on icon Members. 

To delete group click on icon Delete. 

To edit group click on icon Edit. 
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Add New User to Group 
Go to Groups - Choose group – Members. 

Click on icon Add New User. 

New window appears. 

Enter information below: 

 Username 

 Sort username 

 Description 

 User ID 

 Password 

 Status (Enable/Disable) 

 Groups (Choose) 

 Departments (Choose) 

 Permission 

 Avatar (Upload photo) 
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Add Group Members 
To add group member choose group and click on icon Add Group Members. 

New window appears. 

To add group member click on icon Add. 

New member is added. 
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Departments - Department Management 
Departments view offers a hierarchical view of the management board. The super admin can see all other 

administrators and their affiliate sub-administrators. The sub-administrators, however, cannot see administrators 

of other groups. 
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Add New Department 
Go to Departments and click on icon Add new. 

New window appears. 

Enter information below: 

 Department Name 

 Sort Department Name 

 Description 

 Parent Department 

 Avatar (Upload photo) 

 

Department Settings 
To see members in curtain department click on icon Members. 

To delete department click on icon Delete. 

To edit department click on icon Edit. 

 

 



 

 

                      SPIRIT Proprietary and Confidential. © 1995-2019 SPIRIT CORP LLC                     19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

                      SPIRIT Proprietary and Confidential. © 1995-2019 SPIRIT CORP LLC                     20 

 

 

 

 
  



 

 

                      SPIRIT Proprietary and Confidential. © 1995-2019 SPIRIT CORP LLC                     21 

 

 

Add New User to Department 
Go to Departments - Choose department – Members. 

Click on icon Add New User. 

New window appears. 

 Enter information below 

 Username 

 Sort username 

 Description 

 User ID 

 Password 

 Status (Enable/Disable) 

 Groups (Choose) 

 Departments (Choose) 

 Permission 

 Avatar (Upload photo) 
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Add Department Members 
To add department member choose group and click on icon Add Department Members. 

New window appears. 

To add department member click on icon Add. 

New member is added. 
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Stickers - Stickers Management 
There’s also an option for the service owner to edit, delete or add new stickers. 

Add a stickers collection name, sort name and stickers description. Recommended minimum image size is 256 x 

256, and stickers must be in zip format. 

Go to Stickers and click on icon Add new. 

New window appears. 

Enter information below: 

 Sticker Collection Name 

 Sort Sticker Collection Name 

 Description 

 Avatar (Upload photo) 
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Add New Sticker Collection 
Go to Stickers. Click on icon Add new. 

New window appears. 

Enter information below: 

 Sticker Collection Name 

 Sort Sticker Collection Name 

 Description 

 Avatar (Upload photo) 
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Sticker Settings 

To view stickers in curtain stickers folder click on icon View. 

To delete sticker collection click on icon Delete. 

To edit sticker click on icon Edit. 

 

Settings 

In Settings tab admin can set: Use multiple device. 

 


