PODIO

Get started on Podio

Podio makes team collaboration a whole lot easier. No more long email treads, floating
documents, information silos and duplicate work. Now your team can manage your work the way
you want to, in one transparent place. This quick guide will take you through the most important
aspects of Podio, showing you how it can help you and your team work more efficiently. To get
the most out of this introduction, open your browser and log in to Podio, so you can follow each

step.
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Use the right tool for your team

In the Podio App Store, you can choose between more than 600 different apps and app-packs to

suit a wide range of your business needs, from project management, CRM and recruiting to
swimming pool maintenance. You will find a link to the App Store at the bottom of the Podio

home page.

For the purpose of illustration, we will use the Project Collaboration app pack. However, feel free

to browse around the App Store to find the apps that make most sense for your team. Once you

have found the app you want simply click Get app to add it to a workspace.
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Create and share your work in one go

Once you have added the right apps to your workspace, click the app you’d like to get started

with in the app navigation and then the green "+New..." button to the right.
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Fill out the required fields to create your new project and click save. Your Project has now been
created in the app and is fed into the activity stream for your team to see. Go to the activity
stream to check it out. Everyone can now interact on the project through comments, tasks, likes,

or adding files directly from the activity stream.
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Manage your tasks

You can assign tasks connected to what you are working on and assign it to yourself. Assigning a

task in connection with a project (or a customer, design, candidate) you are working on, you

ensure that the task keeps its context to the rest of your work.

PODIO Home Inbox 4 Contacts Calendar Tasks Search Projects. My Account

H Christian Sjovold M [ > o & L o

Activty Projects  Delverables  Meetings  TeamBlog  FiesLibray  Mestings Add app

- NeveyWork Along) Automatic training schedule 7 6 @ Prolects
about 1 month ago by Christian Sjovold W cotings - Nodiyapp ~

e YT
T e e Title  Automatic training schedule
Development < Previous Next >
Gucci Kids Collection Deadline  02/17/2012
o sl B You recoive notfications  Unsubscribe
Marketing — & Now task

[esponsiie Kasper H Rasmussen Head of Business Development @ ke

Acti

Recriimant {, 4155139652 % hulthin@neverworkalone.org T & Pt

TomTom iPhone App Tasks View alltasks

WORKSPACES YOU CAN JOIN v +Add /Remove
===l | O Define the deliverables for this
roject
+ Create a workspace Bro LY
Involved Christian Sjevold
Christian Sjevold Marketing Director
, +14158130318 % blomberg@neverworkalone.org O Getbudgetapproval
Brittvan Slyck®

b  Britt van Slyck* Head of Human Resources + New task

«, (415)234- 9876 §% britt@neverworkalone.org Actions

Who edited this
+ Add/Remove @ Christian Sjovold 3 minutes ago
@ Christin Sjovold 3 minutes ago
(@ Christian Sjevold 3 minutes ago
Status  Proposed Started Done Cancelled ) Civistan Sevld 4 minvios a0
(@ Christian Sjevold 32 minutes ago
Descrintion of  dc fvhiwvdcibed Show me the latest changes

After having assigned the task to yourself, click on “Tasks” in the top blue bar. This takes you to
the overview of all your tasks across your workspaces. You’ll notice that the name of the project
you just created appears after the title of the task. Click the project name and you are back at the

project where the task appears in the right hand side. This connection makes task management in

Podio very efficient.
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Get notified of what is going on.

You will automatically be notified in your inbox every time someone posts an update in one of
your workspaces. Also, you automatically subscribe to everything you are involved in on Podio,
which means that you’ll never miss updates from your coworkers on these items. Click “Inbox”
in the top blue bar to see all your notifications. If you get notifications that you find irrelevant,
simply click “stop notifying me”. This is also where you can decide which notifications you get
an email about. Click on “email settings” above and select what the type of notifications you’d

like to get emailed about.
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The same way you can unsubscribe (see top screenshot on the previous page) to items, you can
proactively subscribe to apps or items to get notified. For example; if you’d like a notification

every time a new project is created, go to that app and click “subscribe”.

PODIO Home Inbox & Contacts Calendar Tasks ‘Search Projects My Account

H Christian Sjevold M ¢ [ o Q £
Actvty Projects  Defverables  Meolings  TeamBlog  FiesLibrary  Meetings  Add app
- Never Work Alone Pro]acts Projects
Fiter & Report i Showing 2 out of 2 Projects. W Settings v Modify app +
Employee Network T
A Title + Deadiine + Responsible 4 Involved + Status +
Development Automatic training sch 02/4712012 Kasper H Rasmussen Christian Sjavold, Brit Started
Oucclids Collecton TomTom App 1212812011 Christian Sjavold Brittvan Slyck", Kaspe...  Started o M@
Intranet & Newtas]

Share resources and updates with your team

Email was designed for one-to-one conversations bus is frequently being used for announcements
and group conversations and it’s just not great for that. Did you read an interesting article? Maybe
you just closed a big sale? Share it with your coworkers in a social way, where people can choose

to take part of the discussion/excitement and everyone sees what’s being shared.

Try posting a status message in the stream for your co-workers. This could be something like "Hi

guys, let's keep each other up to date here on everything that happens within the team!". You can
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even add links, files or questions. Your team members will get a notification and can decide if

this is relevant to them. Tip: click the small globe to add a link.
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Interesting new app from Shazam. Check out the article for inspiration.

Shazam launches new app to replace I0OS music player x
http://gigaom.com/2012/01/11/shazam-aunches-new-app-to-replace-ios-music-playerf

Shazam has gotten a lot of mileage out of its music tagging application, which has been snapped up
by 165 million users since launching in 2008. But now the company is rolling out its first new app...
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Need a helping hand?

If you ever need more help using Podio, you should check out the Help Center where you can
find an FAQ, loads of helpful videos and contact Help & Support directly. You’ll always find the

link in the bottom left corner when logged in to Podio.
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Q i &A Frequently asked

o The service Who can see the contents of my workspaces?

« Spaces and organizations If your workspace is private, only those people that you been invited to the workspace will be able to see its contents. If you'd

« Employee Network like to see who's been invited to your workspace, go to the workspace, and in the top right comer, click ‘Who is here?".

o Invitations and contacts ‘;

L3 « Mobile apps - iPhone and Android Ifyour workspace s open, anyone that is a member of your organisation's Employee Network will be able to join the +

It's awesome that you've chosen to collaborate with your team on Podio and we are dedicated to
making your experience as productive and pleasant as possible. Don't be a stranger! We are here

to help you ©

Help & Support
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Here’s 4 quick steps to getting familiar with Podio

1: Update your profiles

When you log in to Podio with, using your company email address, click your name in the top left
corner. This will take you to your personal stream. Look to the top left corner and hit the green
button “Edit Profile”. Upload a profile picture, add a few lines about yourself and your contact

details and click “done”.
Now your co-workers will know who you are and how to get in touch with you.

2: Set up your account

In the top right corner of Podio you will find “My account”. Click it and select “Account
settings”. Here you should select the appropriate time zone and the language you prefer to use.
You can also add other email addresses here or change your password if you’d like. Click the
“notifications” button in the top. Here you can select what type of notifications you would like to
get emails about and how you want to be notified in the browser. If you’d like to always have

your contacts with you, click “external contacts management” and import them now.

All your deadlines, meetings and tasks will now appear in the right time and you will get notified

exactly the way you like.

3: Post an update in the Employee Network

The Employee Network is the place to share updates that does not have a specific context. This
could be a link to an interesting article, a note that you’re getting in late today, or a poll on when
to have the next get-together. Find the Employee Network in the left hand side and share an

update.

4: Assign a task

Tasks in Podio are “to-do’s”. You can assign a task to yourself in order to remember to do
something or to others to remind them. Click “tasks” in the top blue bar to go to your task list.
Here you’ll always get an overview of all your tasks and the tasks you have delegate to others.

Create a task in the text bar to print your Podio Certificate, set the due date and assign it to me.



