Whaller

Welcome to the sphere

Sphere Administrator



—  Whaller

Whaller is a and that guarantees the privacy of its
users’ data. Thanks to an exclusive system of “spheres” (sealed, independent spaces for
communication and collaboration), users can create and manage an infinite number of networks

from one single account.
On Whaller, everyone masters their communications, communities and audience.

This guide is dedicated to helping discover the many features and options

available to them.

A sphere administrator is a user who is in charge of managing a sphere’s settings. The user who

creates a sphere is by default its administrator.
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Whaller interface
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My spheres
“Root” page (personal homepage)
Search (members)

Pending invitations

@ My spheres

i Education

"

, Marketing

Q@ Collaboration

Q Communication
&

[ Formations

Create new spheres/organizations, invite members
Chat

Help and resources
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> “My account” menu (personal settings and information)

0060000

Q Search for a person...

With members ~

| ,_} Marie FOUSSOL

New video tutorials are now available!

Don't hesitate to share your ideas for the next ones!
Have a great day

#Tutorial

(X Video conference Tasks @ Files

\
>/

Members (6) v
P Share in "Marketing"

3@

(33 Full directory

Sphere calendar >
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lcons

.‘ “My spheres”
Allows you to have an overview of all the organizations or spheres you belong to, move from one sphere to another, see which organizations spheres belong
to and access your organization portals and their admin pages.

‘g "Root” page (personal homepage)
Accessible by clicking on the house icon. Gives you a global view of all the networks you belong to.

Q Search (members)

Allows you to find members in a sphere, in an organization and on Whaller, by first name, last name, email address, username or certain profile elements.

\- Pending invitations
When red, indicates that you have one or more invitations (to spheres or organizations) awaiting your response.

+ Create new spheres/organizations, invite members
Gl- . . + .. + ..
Lets you create a new sphere or organization E"; and invite people G/ to join your networks.

+ Chat

Visible when you're in a sphere. Allows you to start a real-time private conversation with mentioned members.

@ Help and resources

Provides quick access to online support, FAQ, the Whaller roadmap (list of upcoming developments), new product releases and a platform to submit
suggestions for improvement.
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Sphere settings*

In a sphere’s settings, administrators can manage the following options:

.t. Myspheres - S Q Search for a person.. \- + Qj @ (;ﬂ Edltorlal nghts
- Personalize the sphere (name, logo, - Enable/disable the message history.
color, description). - Enable/disable visitor access. ‘
- Add an information banner. - Enable/disable members’' right to send
"Marketing” sph tti wm "R t ] . . . . .
arketing” sphere settings : . S:::‘:::ettings - Define a charter. ‘ invitations to Jjoin the Sphel’e.
Visible on the homepage @ Pending invitations - Restrlct publlcatlon ‘
. e Fditorial N\ External feeds
M: Sphere description Vd : 3 Groups
:ormamnbamer [~ Analytics
| change ogo: () Leave this sphere Tools Messages
- Enable/disable collaboration tools: Kanban, file - Enable/disable private messages.

box, sphere calendar, video conferencing,

image gallery. i
- Enable/disable the forum feature. ‘

Choose the sphere color

Rights

M: Can all members of this sphere send invitations?

@ Accessible to visitors

Notifications

- Enable/disable notifications and mark new
comments as “unread”.

- Enable/disable welcome messages.

- Enable/disable file box messages. P

*Some settings are predetermined by the organization manager and
cannot be modified.
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Requests

@ My spheres

i Education

N

’ Marketing

Q@ Collaboration

Q Communication
o

'y Formations
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httos://mv.whaller.com/sphere/reauests/5udzsb

With members ~

‘ Marie FOUSSOL

New video tutorials are now available!

Don't hesitate to share your ideas for the next ones!
Have a great day

#Tutorial

©llike @1 dislike

“ Marie FOUSSOL

Hi all,

NAanlt fnrmat ta inin tha uidan Aanfaranan At 1Naml

earch for a p

™+ ® (9

(0 Video conference Tasks @ Files a

B> Share in "Marketing"

Requests

Sphere settings
Pending invitations
External feeds

Groups

&2 Analytics
\

s 3
@®

33 Full directory

Sphere calendar

Need help?

@ My spheres

; Education
N

g Marketing

Q@ Collaboration

Q Communication
o

'y Formations
-

g Marketing

\W Requests & Sphere settings

Status ) RANE)B Unprocessed (0)

Date

09/08/2021 4:41 pm

09/02/2021 1:35 pm

Q Search for a person...

™+ 2 ® (®

(0 Video conference Tasks & Files

© Pending invitations )\ External feeds 8 Groups |+~ Analytics

Accepted (2) Rejected (0) Inactive (1)

Subject

Robert B would like to join the sphere.

Adélaide LEVEBRE (adebibout@gmail.com) would like to join the

sphere.

Adélaide LEVEBRE (adebibout@gmail.com) would like to join the

sphere.

Sphere administrators must process requests to join their sphere. They can accept or reject each request on the dedicated “Requests” page.

W Delete processed requests

Actions

+ Marie FOUSSOL has

This request is no longer

active

Need help?
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Invitations

O.. My Spheres J Q Search for a person.. \- + Qj @ 'ﬂ '.. My spheres ] Q Search for a person. \- + Qj @ (ﬂ
i Education : g Marketing (X Video conference Tasks (5 Files a X Education : ’ Marketing (X Video conference Tasks (5 Files

N Nl

@ \W Requests
’ Marketing Marketing \W Requests & Sphere settings ) Pending invitations ) External feeds 4 Groups |~ Analytics
£ Sphere settings q P g g D p y

: Pending invitation i . . o . .
Q@ Collaboration © Pending invitations Q@ Collaboration Below is a list of all the invitations you have sent within this sphere; you can either delete or resend them.

Member: © ) External feeds
: - i u A ‘O Resend all invitations
Q Communication With members v B Share in "Marketing Communication
8 Groups o
> I o

Analytics y
e Formations
-

2
5\, Formations ’ R 4 ’@
: § )
S
0 @ @MarieFoussol has invited & equipevoisequipe@gmail.com.
“ Marie FOUSSOL Hello,

u Welcome to our global sphere. See you soon!

(33 Full directory
New video tutorials are now available!

Don't hesitate to share your ideas for the next ones! Sphere calendar >
Have a great day

#Tutorial

J Delete all invitations

©llike @ dislike

e}
(@]
a Marie FOUSSOL

Need help?
Hi all. Need help?

Sphere administrators can send invitations to join their sphere. They can keep track of them, delete them or resend them on the “Pending
invitations” page.
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External feeds, Groups

... n @ Search for a person... \- + Qj @ (;ﬂ Create a feed

X , Marketing (Z) Messages X Video conference Tasks (5 Files @
g \W Requests &% Sphere settings (& Pending invitations N\ External feeds /% Groups |l+~* Analytics
Type *
\' Icon Name Link Status Actions RSS [ ATOM 7
Q Name *
o } ]
S e onaens ConeenEn RSS feed link *
B @RobertB98
Link to the official site o Marie FOUSSOL @MarieFoussol © Remove
Active @
[ Create _
External feeds allow you to display the latest news from an RSS feed. ‘ Groups allow users to send a message to multiple
When creating a feed, sphere administrators can specify: sphere members at the same time without having to

mention each individual person.
- The type of feed (RSS/ATOM) or Plussh* channel.

- Its name. Administrators can create groups and assign members

to them.
- The RSS feed link.

- The official site link. To address a group when writing a message, type “@@"

- If the feed is active. followed by the name of the group.

*Plussh: live video. You must have an account with them.
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From the

Analytics

Offer

Sphere administrators have access to their sphere’s analytics, where they can view:

- The activity rate. - The ranking of the most active members.

- The number of members. - The number of messages, comments and reactions.
- The number of visits.

(@ search for a person... \' + Qj @ ';ﬂ

(0 Video conference Tasks B Files B
\W Requests
) Activity rate 1 Reactions
£+ Sphere settings
® Pending invitations B | like | dislike
1.0
o Members (3) N\ External feeds

8 Groups

- . 3 inistre
With members ~ B Share in "Marketing" ERVENLIISY & Administr .
2 Analytics

- N
g () Leave this sphere

e Invite
Members
\ Marie FOUSSOL

u @) Full directory
New video tutorials are now available! Sphere calendar >

Don't hesitate to share your ideas for the next ones!
Have a great day

#Tutorial

x

¥ Top 10

©llike @ |dislike

#¢ Members

o o
L

a [ )

Need help?
ttps://my.whaller.com/sphere/analytics/5udzsb
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Members

Sphere administrators can manage members of their sphere. They can:

- Invite/remove a sphere member. . ‘ T
- Add/remove a member as a sphere administrator.

- Add/remove a member as a publisher.
Publishers can pin a message, force a notification by email,
schedule a message, delete tags.

W Remove from this sphere

Create/delete a sphere group.

4+ Add this member as an administrator of the sphere
B|OCk a person' + Add this member as a publisher
=+ Invite this person into another sphere

@ Block this person

—  Whaller
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Content moderation

Sphere administrators can pin a message so that it appears at the
top of the sphere's message feed.

If necessary, sphere administrators can delete a message or
comment even if they are not the author.

They can also remove a tag created by another member.

12

\ Marie FOUSSOL Pin this message

(s

Hi all,
Here are the documents that were presented during our team meeting.

Move this message up

Detach the conversation

Edit

Develop your

CREATE A STRONG iqi (S Define your needs §
PASSWORD Digital
A-sTrOngpasSwOrd257 workplace .

yll Encourage digital
#

My,

iy

% Wl Measure adoption
~rl —

Add a task to this message

Reward

5 best practices

Delete

v/ Minimum of 12 characters

v Upper and lowercase letters

v Afew numbers
v Some special characters

v/ A memorable passphrase

®© llike @ |dislike

a

"™ Marie FoussoL
New video tutorials are now available!

Don't hesitate to share your ideas for the next ones!
Have a great day

#Tutorial

X

Remove tag

©llike @ Idislike

a
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Collaboration tools *
Prr

Sphere administrators have access to the following features:

- Task Kanban, to get an overview of tasks and their status.

o.. My spheres Q Search for a person... \- + Qj @ lﬂ
-
(X Video conference Tasks @ Files

- Sphere calendar, to see all organized events.
- box, to store and manage documents.

In the file box, administrators can:

- Download the contents of the box.

- Rename, move, delete, lock a file/folder.
- Restrict access to a folder.

- Restore a deleted file.

— ) Whaller
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From the

Offer

-.. Myspheres Q Search for a person... \- + Qj @ ’;ﬂ

Sphere administrators can add widgets® to their spheres.

A variety of widgets are available: link, image, sphere summary,
video, RSS feed, Twitter,..

Useful links
Image

Sphere summary
Video

RSS feed

List of articles
Scoop.it
Resource reservation
Markdown
Iframe

Twitter

Ausha
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Additional options - messages

By clicking on the “+" icon in the message writing field, sphere
administrators can:

- Force the sending of an email notification* to all sphere members
(if authorized by the organization manager)

- Schedule** a message for a specific day/time. ‘

15

More options

Force the sending of an email notification to all sphere members

Message lifetime (after publication)*

days hours minutes

Date of message deletion :

|_J Scratch-off message

Copy this message into the spheres:

Schedule the publication of this message later :

With members v 2> Share in "Marketing"
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Mobile app

Q P
Q’R\“Q’% e
QP\ .° W °
% X\G\\S’QO
<e2™® X
e\ b S
\S )
The perfect complement to Whaller for the web © . o
ﬁ S
(;2\\\\'\\\% "g’
With the Whaller mobile app, access your networks anytime, anywhere. Q‘?‘Q&ww N
.Q, o O
‘3 NS
Find all of h db ization and activit e
. ind all of your spheres arranged by organization and activity. O e
« Exchange real-time messages with members. ° \)\“g\w\“ .
o s
. Comment on and react to posts. O e
N\

« Manage your invitations.

GETITON # Download on the

P> GooglePlay i @& App Store
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Useful information

Twitter

LinkedIn

Help Center

Questions? Send a message to
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See you soon on Whaller!
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