
This report provides a clear, user-friendly guide to managing teams and communication within the platform. It

focuses on practical steps, benefits, and everyday use cases, designed to empower you to connect and collaborate

effectively.

Technical Report: Managing Your Teams for Seamless Communication

1. Executive Summary

This report outlines the "Teams" feature within the Communication module, a powerful tool designed to streamline

group communication and collaboration. By enabling you to easily create teams, add members, organize sub-teams,

and exchange messages, this feature directly enhances your ability to coordinate with colleagues, share

information, and manage projects. It simplifies communication workflows, ensuring that important messages reach

the right people quickly and efficiently, ultimately fostering a more productive work environment.

2. Introduction

In today's fast-paced world, clear and efficient communication is vital for any team's success. You need a

straightforward way to gather your colleagues, share updates, and collaborate on tasks without unnecessary

hurdles. The "Teams" feature in the Communication module is built precisely for this purpose.

Imagine a central hub where you can organize different groups for various projects or departments. This feature

allows you to:

Create dedicated spaces for your teams to chat.

Easily add or remove members, ensuring everyone who needs to be informed is included.

Organize smaller sub-groups within larger teams for specific discussions.

Send messages, share documents, and use emojis to express yourself clearly.

Simply put, "Teams" transforms how you communicate, making it more organized, accessible, and effective.

3. Main Content (User-Focused Sections)

What This Means for You

Using the Teams feature offers several tangible benefits:

Streamlined Communication: All team-related discussions and files are in one place, reducing scattered

conversations.

Improved Collaboration: Easily share updates, documents, and feedback with the relevant group.

Enhanced Organization: Create dedicated teams and sub-teams for different projects or departments, keeping

discussions focused.

Quick Information Sharing: Send messages and attachments instantly to all team members, ensuring everyone

is on the same page.

Better Team Visibility: See who is in your team, their roles, and even their profile pictures for better recognition.

Flexibility: Add or remove members as your team evolves, and easily modify your messages if needed.

How It Works

The "Teams" feature operates as your central communication hub. You start by creating a main team, then populate

it with the necessary members. For more granular discussions, you can create sub-teams within your main team.

Once set up, you can send messages, share files, and manage your team members directly within each team's chat

interface.

The process typically involves:
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1. Creating a main team.

2. Adding members to that team.

3. (Optional) Creating sub-teams for specialized discussions.

4. Communicating through messages and attachments.

5. Managing team members (e.g., viewing profiles, adding/removing members).
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Refer to the flowchart diagram below for a visual overview of the workflow:
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Getting Started

Here's how to begin using the Teams feature:

1. Navigate to the Communication Module: Log in as an admin and locate the Communication module from your

main navigation.

2. Access the Teams Submodule: Click on the Teams option within the Communication module.

3. Create Your First Team:

Click the Create Teams button.
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Enter a Team Name (e.g., "Sales Team Q3", "Marketing Project Alpha").

Select the Users you want to include in this team from the provided list.

Click Submit (or Create) to finalize your new team.

4. Add More People to an Existing Team:

Go to Communication → Teams → Sub Teams.

Select your desired group name from the Teams section.

In the chat section, click the three dots (...) menu.

Choose Add People.

Select the member(s) you wish to add.

5. Create a Sub-Team (Sub-Channel):

Go to Communication → Teams → Sub Teams (or from within an existing team's three dots menu).

Click the Sub Teams button (or select "Sub Teams" from the three dots menu).

A "Create Sub Channel" popup will appear.
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Enter a Team Name for your sub-team.

Select the members who will be part of this sub-team.

Click ADD (or Submit) to create the sub-team.

6. Send a Message:

Navigate to your team within the Teams submodule.

Open the chat window.

Type your message in the compose area.

Click Send.

Key Features You'll Use

Team Creation: Effortlessly set up new teams for any purpose, from project groups to department-wide

announcements.

Sub-Team Management: Organize smaller, focused discussions by creating sub-teams within your main teams.

Member Management: Easily add new members to your teams, or remove them as needed. View member

details like names and profile pictures.

Real-time Messaging: Send and receive messages instantly within your team chats.

Attachment Sharing: Share important documents, files, and other attachments directly in the chat.

Message Editing & Deletion: Correct typos or remove messages you've sent.

Message Replies: Engage in threaded conversations by replying to specific messages.

Emoji Support: Express yourself with a variety of smiley faces and emojis.

Search & Filter: Quickly find team members by name or filter them by role.

Team List Export: Export your team member list as a report for record-keeping.

Common Scenarios

Project Kick-off: Create a new team for your "Q4 Product Launch" project. Add all relevant team members

(marketing, development, sales) and share initial documents.

Daily Stand-up Updates: Use your "Daily Scrums" sub-team to post quick daily updates and ensure everyone

knows the current progress and blockers.

Sharing Important Announcements: As a manager, create an "All Staff Announcements" team to disseminate

critical company news or policy updates instantly.

Requesting Feedback: Share a document with your "Design Review" sub-team and use message replies to

gather specific feedback on different sections.

Onboarding New Employees: Create a temporary "New Employee Onboarding" sub-team to welcome new

hires, provide essential resources, and answer their initial questions.

Managing Field Teams: Create teams for different geographical regions (e.g., "North Region Drivers") to share

specific routes, updates, or emergency information.

What to Expect

After successfully using the Teams feature, you can expect:

Immediate Team Visibility: Your newly created teams and sub-teams will appear in the system and be listed in

your team view.

Successful Member Additions: New team members will be added to the list and visible to other team members

(unless blocked, see constraints).

Effective Communication: Messages will be sent successfully and displayed correctly in the chat window,

including attachments and emojis.
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Clear Member Information: You'll be able to view all team members' names, roles, and profile pictures.

Accessible Records: Your team lists can be exported for easy record-keeping.

Organized Workflow: Your communication will be more structured, making it easier to find information and

collaborate.

Business Rules & Constraints

To ensure a smooth and secure experience, please keep the following in mind:

Character Limits: When creating team names or composing messages, there might be character limits (e.g.,

team names often have a 50-character limit). The system will prevent you from exceeding these limits and may

show an error.

Unique Team Names: Each team or sub-team name must be unique within the system to avoid confusion. If you

try to use an existing name, you will receive an error.

Security & Input Safety: The system automatically filters out or sanitizes any potentially harmful characters (like

HTML tags or script codes) you might accidentally enter in messages or team names. This protects against

security risks.

Accessibility: All interactive elements, including input fields and buttons, are designed to be navigable using

keyboard shortcuts (Tab and Enter keys) for full accessibility.

Blocked Users: If a user has been blocked by another team member, they will not be visible in that team

member's list, ensuring privacy and control over interactions.

Permissions: Your ability to create, edit, or remove teams and members depends on your user role (e.g., admin,

manager, regular user). Admins typically have full control, while others may have more limited access (e.g., view

and message only).

4. Visual Elements & Supporting Information

Here are detailed views of the key interfaces within the Teams feature, along with explanations of their interactive

elements.

Adding People to a Team
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This page allows you to quickly add new members to an existing team. You'll typically find a way to select users

from a list and then add them to your chosen team.

Field Validation Table: Add People

Field

Name
Mandatory Field Type

Data

Type

Field

Size

Is

Editable
Description

Member

Selector
Yes

Dropdown/Multi-

select
String

Varies

(list of

users)

Yes

Allows you to choose one

or more existing users to

add to the team.

Creating a Sub-Team

This interface is where you define and create a new sub-team or "sub-channel" within a larger team. You'll need to

give it a name and select its members.

Field Validation Table: Create Sub-Channel

Field Name Mandatory Field Type
Data

Type

Field

Size

Is

Editable
Description

Team

Name
Yes Text Input String

Max

50
Yes

A unique name for your

new sub-team or channel.

Select

Members
Yes

Dropdown/Multi-

select
String Varies Yes

Choose the users who will

be part of this sub-team.

Creating a New Team
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This page is dedicated to setting up a brand new main team for your communication needs. You'll specify the team's

name and hand-pick its initial members.

Field Validation Table: Create Team

Field

Name
Mandatory Field Type

Data

Type

Field

Size

Is

Editable
Description

Team

Name
Yes Text Input String Max 50 Yes

A unique name for your

new team.

Select

Users
Yes

Dropdown/Multi-

select
String Varies Yes

Choose the users who will

be part of this team.

Viewing Team Messages
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This is your team's chat window, where all communications happen. You'll see message history and have the option

to compose new messages, attach files, or use emojis.

Field Validation Table: Compose Message

Field Name Mandatory
Field

Type

Data

Type

Field

Size

Is

Editable
Description

Compose

Message
Yes

Text

Area
String Varies Yes

Type your message here. Character

limits apply; system sanitizes special

characters.

Viewing Team Members
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This section provides an overview of your team members. You can see who is part of the team, their profile pictures,

and possibly search for specific individuals.

Field Validation Table: Search for Member

Field Name Mandatory
Field

Type

Data

Type

Field

Size

Is

Editable
Description

Search

Member
No

Text

Input
String Varies Yes

Type a name to quickly find a

specific team member in the list.

5. Summary & Benefits

The "Teams" feature in the Communication module is your go-to solution for organized, efficient, and secure group

interactions. It moves beyond basic messaging, offering you the power to create structured communication

channels that adapt to your specific needs—whether for a large department or a small project group.

By adopting this tool, you'll experience:

Less time wasted sifting through irrelevant emails or messages.

Peace of mind knowing critical information is shared securely and reaches the right audience.

Improved team morale through enhanced collaboration and clarity.

Faster decision-making with all relevant conversations and documents in one accessible place.

This feature is designed to empower your teams to work together more effectively, transforming communication

from a challenge into a core strength.
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