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Updated Dashboard 
You can now view all upcoming deadlines including polls, upcoming meetings and meetings that 
are being scheduled! Recent activity for your group or organization is also displayed on the 
dashboard. 

 

Upcoming 

● Select availability for meetings in the Scheduler mode 

 
● RSVP to a scheduled meeting 

 
● View and respond to a poll 
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Recent Activity 

● Displayed below the upcoming items is a recent activity module. This will display all 
recent activity in any group or organization that you belong to.  

 
 

Account Types 
There are three account types that you are able to assign to each user in your organization’s 
account. The Member role has been updated. To review here are the permissions for each type.  

 

Administrator 

● People 
○ Add new users to organization 
○ Edit existing users in organization 

● Groups 
○ View activity for all groups, even if they are not a part of the group 
○ Create groups 
○ Edit existing groups 

● Meetings 
○ Create meetings 
○ View all meetings across the organization 

● Polls 
○ Create polls  
○ View all polls across the organization 

● Discussions 
○ Create discussions 
○ View all discussions across the organization 

● Document Center 
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○ Upload files and create folders 
○ Limit access to folders by group 

● Account Settings 
○ Update logo, name and email for account 

● Billing 
○ Update billing information for the account 

● Subscription 
○ Update subscription level 

 

Member 

● Groups 
○ View activity and information to groups that they belong to 
○ Cannot edit or add groups 

● Meetings 
○ View meetings that they are a part of 
○ Create meetings 

● Polls  
○ View polls that they are a part of 
○ View group polls if they belong to the group 
○ Create polls 

● Discussions 
○ View top level discussions (not assigned to any group) 
○ View discussions for groups that they belong to 
○ Create discussions 

● Document Center 
○ View all documents that are not in a protected folder 
○ View protected documents if they are a part of the group with access 
○ View all documents that are attached to meetings or groups they they belong to 
○ Create files and folders in Document Center 

Observer 

● Groups 
○ View activity and information for groups that they belong to 

● Meetings 
○ View meetings that they are invited to 

● Polls 
○ View polls for a group they belong to 
○ View poll that has been attached to any group that they belong 

● Discussions 
○ View discussions that are attached to groups that they belong to 

● Documents 
○ View documents that are part of meetings, groups or polls that they belong to 
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Calendar  
The calendar now has it’s own page. It also includes a reference guide for upcoming items. In 
the calendar page you can view and add upcoming meetings and polls depending on your 
permission level.  
 

 
 

People Directory 

Welcome Email Icon 

The welcome email will display as inactive if the user has logged in.  
● The welcome email can be resent to the user by clicking on the gray  

 

 

Login Email 

Admins can now view the login email for each user. Next to each user in the People Directory 
the login email can be found to the right of the user’s name. 
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Account Type Indicator 

As an admin you can view the user’s account type in the people directory indicated by a small 
letter in the bottom right hand corner. 
 

● Admin (Light green circle with an ‘A’)’ 

 
● Member (No letter or circle) 

 
● Observer (Gray circle with an ‘O’) 
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Group Page 
Sorting options have now been added to the edit group page.  

● Sort by 
○ Last Name 
○ Company 
○ Last Updated 
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