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Administrator Key Points 
 

Access Admin 
Menu 

1. Manage organization structure 

2. Create / edit User accounts – assign Roles (user rights) 



1. Define Org Structure 

 The organization structure is a backbone of TeamGuru. It determines how documents in the system will 
be structured. It is also tightly linked with user rights – users are assigned access  rights related to 
different parts of the org. structure. 

New top level 
org. structure 

folder 

Edit details 

Create Sub Folder 



2. Create User accounts – Assign user 
rights 

 

User Rights 

You can assign a user with a different Role on each 
level of the org. structure (e.g. View on the 
Corporate level, Edit on the Site Level) 
 
The selected user rights apply automatically to all 
sub-org. units. 
 
Note: Email address is needed for all active users 
with login to TeamGuru 
 

Basic User 
Info 



3. Review / Edit Roles if needed 

 

There are detailed settings to define 
what a user with a Role assigned can 
do  in each TeamGuru modules. 
IMPRORTANT: Any change to the Role 
automatically influences all users that 
are assigned this given role 

Manage User Rights 
within a Role 


