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My 
Admin Guide 
to Mastering
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Admin Menu

My open Actions and Approvals
are waiting here for my completion. By 
clicking on the action name in the first 

column, I can update and comment.  

My 
Modules

My 
Favorites Admin Notifications

appear here and can be seen by 
everyone!

After log in, this is where I find my Administrator portal … 

My Admin options to:

• activate/deactivate users
• create user groups
• establish org. structure
• define user roles
• manage documents and labels
• set approval process
• send notifications 
• …. and more!

C
lic

k!



Organizational 
Structure

I can create new org. unit 
here or add it directly 

within my structure 
below. 

First, I need to establish my Organizational Structure …

I can easily search or filter
my organization for specific 
entities or units.

I can collapse or expand
my structure for easier 

navigation

Clicking on pencil, I can edit 
my already created org. 

unit. 

Clicking on the green ‘plus’ 
sign, I can add a new org. 

unit directly under the 
selected one. 

Drag and Drop
allow me to drop my selection 
anywhere within the structure.

Swipe
left or right allows me to 
establish a main folder or 
subfolder. 

I can check where I am 
currently located in 
TeamGuru. 

I need to remember to save my 
changes when done.

I need to keep in mind that 
changes to the existing 

structure may affect the 
users’ access as they are 
linked with these units.

Hovering
over the structure 

allows me to see more options. 

Clicking
on the unit’s name, 

I can add details.



User Roles

System administrators can set 
System options. 

Templates and attributes are typically 
reserved for Administrators only. 

Next, I need to define specific user roles …

Each module has its own options. 
Ticking the box next to each 
option, I am activating it for this 
role. 

Here I can define the type
of role I need as well as 
giving it a clear name.

I need to remember to save my 
changes when done.

Roles define in detail what 
any given user privileged 

with this Role can do within 
each module. 

Any change to the Role 
automatically influences all 

users that are assigned this 
role. 

Click!



TeamGuru Users

I can set the User rights here, based on 
what the user is expected to do in the 
system (Role) and to what part of the 
Organization Structure I want to pass 

those rights. 

I can fill in the basics such as name, 
email address, and cost center. 

Additional details support the use of 
customized features and personalize 

the system for users.

Creating and inviting my colleagues is easy …

Users receive email with custom 
link to set their password

What kind of account do I need for this user? 

• Inactive user is deactivated account 
• Passive user has no access / can be selected in 

the system & receive information
• Active user has access based on their assigned 

“User rights”.

I can add user’s email address to the Login field or leave 
it empty. When filled, the invitation email will pass this 

information to the user. 



My TeamGuru I can support my users with guidelines and training materials … 

In each section, I can share 
documents, presentations, and 
video guides with my users!

Each section can 
be collapsed when 

not needed. 

I can create new 
educational

section here.

I can create customized 
educational sections to guide 

my users based on topics 
covered.

I can customize Help page to allow my 
users to instantly learn from prepared 

user guides. 

How do I get there? By clicking on My 
Profile picture at the top right of the 

page!



My TeamGuru I have TeamGuru team to back me up …

I can also visit TeamGuru Knowledge Base for simple instructions and videos at any time

support@teamguru.com

https://support.teamguru.com/



Thank you.
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