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What is the
Members
Section?

Access the
Members
Section

Layout of the
Members
Section

e The Members section is where the user management for a workspace takes place.

e This section is automatically included in every workspace and is accessible to all
workspace members.

e The members section is where all members can see who else is a member of the
workspace.

To access the members section:

e Select a workspace you want

e From the Team Home section, select one of the following:
o Small arrow next to the section title, or
0 Member tab.
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Each member of the workspace is listed with his or her name and role.
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There are icons for email so that members can easily contact each other. If the
member does not have an email address, the Email icon £& does not appear.

e If amember's first and last names are not available, then the user name is displayed
instead.

e The checkbox next to each member allows you to select one or more members and
then apply certain actions. For example, you can select several members and then
send an email to them.

e The Business Card icon between the checkbox and the member’s name indicates
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whether the member has a business card.
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Sort the e The list of members is sorted by name and shows all members but you can sort the
Member List list by name or role. This may be useful when there are many members on the list.

e To sort the list of members, select either the Name or Role column title.

e To sort the list in the opposite order, select the column title again. For example, if
you select the Name column title, the list of members will display in alphabetical
order. If you select the Name column title again, it will display in reverse alphabetical
order. The arrow shows the direction in which the list is sorted.

e To define the members you want to sort, use the Display drop-down list on the left.
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Display a e A business card displays a member’s name and email information. A member with
Member’s an icon next to his or her name has a business card.
Business . . .
Card e To display a business card, select the icon E- next to the member’s name.

e You can send an email to the owner of the business card by selecting the Email icon
L& in the business card.

Send Email to  All workspace members can use the members section to send emails to other workspace
One Member  members. The email feature uses the email program installed on your computer.

To send an email to one workspace member:

o Select the Email icon “F next to the member to whom you wish to send an email.

e The New Message window from the email program on your computer displays with
the selected member's email address already entered.

e Continue sending the email using your email program.

NOTE: If you use email other than Outlook, such as hotmail or other web mail, then you

may have difficulty sending email from within the workspaces.




Send Email to

More Than Step Do this...

One Member 1 | NOTE: If you use email other than Outlook, such as hotmail or
other web mail, then you may have difficulty sending email from
within the workspaces.

To send an email to everyone:

e From the Options Toolbar, select Members = Mark All;

e Continue with Step 3.

2 | To send an email to two or more members:

¢ Inthe Members section, check the box next to each member
to whom you wish to send a message;

e Continue with Step 3.

3 | On the Options Toolbar, select Members and then select Send

E-Mail.

The New Message window from the email program on your
computer displays with the selected members’ email addresses
already entered.

4 | Continue sending the email using your email program.

NOTE: When you are finished, the check marks remain. You can remove them by
selecting the box (the check mark is a toggle) or by selecting Members = Unmark All
from the Options Toolbar.




