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How to Invite Users to a Team

This guide demonstrates how to invite users to an existing team.
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INTRODUCTION

This guide demonstrates how to invite users to an existing team.
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Step 1 — How to Invite Users to a Team

e Click on your user name on the right
side of the site header.

Select Teams from the drop-down
menu.
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Step 2 — Open Team

e On your site's Teams page, select

the team to which you want to add a
Teams user(s).
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Step 3 — Invite Members

4 Teams Edit #

Line Leaders i

111

814 2 ik

REPUTATION SOLUTIONS GUIDE

& 6Members

Contributions Activity Members

Unpublished Guides

How to Cleck Your Time E

Professional Services Offerings
Dozuki Professional Services ﬁ

Offerings

This document was generated on 2023-12-21 05:10:59 AM (MST).
© 2023

help.dozuki.com/

Guide ID: 6498 - Approved Release: v1.1 [minor] 2022-04-06

e Click Invite Members, located just
below the team avatar on the left
side of the page.
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Step 4 — Send Team Invitation

Invite users to team Line Leaders! Invite users to team Line Leaders!
Who should receive invites? Who should receive invites?

List up to 100 email addresses. The invites will anly be valid for the email addresses listed here Listupto 100 email addresses. The invites v

Add a personal message Add a personal message

We'll pass it along in the email we send

We'll pass it alang in the email we send
[

e Enter the user's email address.
Add a personal message to be sent with the email invite.

You have the option to Force a user onto a team. This means that they will not have the option to
accept or deny your invite; they will automatically be added to the team.

@ If you choose not to force users onto the team, they will not be added to the team until they have
accepted your invite.

o Click on the Send Invites button to send the invitations.
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