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My Dashboard

My open actions
are waiting here for my 

completion. By clicking on the 
action name in the first column, 

I can update or comment.  

My 
Modules

My 
Favorites

My Profile enables me to:
• adjust settings and theme
• export multiple files
• access Help and news
• log out from my TeamGuru

My News Feed
automatically keeps me 

updated on my colleagues' 
comments. I can also subscribe 
to any action or document by 
clicking the “News Feed” icon. 

After log in, this is where I find … 



My Documents

I can narrow down the list of 
displayed documents with 

search and filters

This is where I am currently 
located in TeamGuru. It’s 

called Organizational 
Structure and what I see is 
determined by my assigned 

access rights

Here I can create new 
document or select more 
options ( . . . ) for my displayed 
documents.

I can order the list of 
displayed documents by 
clicking into the column 

headers

By selecting a module within the left menu, I can access the documents …

Clicking or hovering on 
the listed document I can 

see more details

Click!

Here I can see whether the 
document is restricted, I can 
add it to my favorites, or 
change document settings, 
given I have sufficient user 
rights.



My Documents

Linked document(s) lead me to 
relevant information and show me 

the real-time status. 

I can also quickly go back to my 
previously viewed document or click 
on the “Related Documents” to 
access other relevant information

By clicking on the document’s name, I can view the details …

Under more options (. . . ) I get 
additional choices to work on my 
document, including export 
options.

Here I can edit the 
document or select more 
options ( . . . )



My Documents

I will name my document, identify 
responsible person, choose whether the 

document will be confidential, lock it 
against changes, and if desired, use a 

template to standardize the look and feel 
of the document

I can further specify the details and 
settings of the document, as well as 

select where it will be seen, link it with 
relevant information, or review 

history of changes 

Starting a new document is easy …
I can create a new document or
copy any existing one

Details can include attributes 
identifying type, category, 

location, urgency, labels, 
metrics, associations,  

hierarchy, etc. 



My TeamGuru When I need help, I will consult Help page for support

I have instant access to my 
private Product Tour. There is 
a lot of information to learn. 
Can’t miss that!

I can access Help page anytime to
• contact my administrator(s)
• contact TeamGuru support
• learn from posted user guides 
• review TeamGuru Product Tour
• visit TeamGuru Support Center

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

I can access 
Help from here

Amy Smith 

amy@yourcompany.com



My TeamGuru I can also reach out to TeamGuru support for assistance

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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