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Log in to Gladys

1.

2.

Go to gladys.com and click on login
e G‘a[‘\v: FEATURES PRICING SOLUTIONS COMMUNITY ENGLISH v LOGIN
s e s Lead your
projects to
success
Gladys is an all-in-one digital workplace
to collaborate and innovate efficiently
Enter your email address and your password
© Gladys
Tip Gladys
If you want to keep your session active, you can choose the box Stay @ m
logged in :
or
Tip Gladys

In case you don't remind your password, click on “Forgot your
password” and follow the recovery process to get a temporary one.

% Email or username

& Password

Stay logged in

SIGN IN

An invitation code? activate

Tip Gladys
Log in to Gladys in one click, use the Google or LinkedIn
authentication

No account yet? register
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My homepage
The homepage is splitted into 4 parts :

1.  The main menu, it appears when you click on the icon = . Then, you can navigate between your workspaces,
contacts, teams and calendar
Header contains all useful tools (search bar, bookmarks, chat), the contextual action menu and views
Main page is where to find workspaces and tasks

Contextual panel displays sharing setting, team members and options (filter, view mode..)
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e G |_ A DYS Navigate with the menu panel

The main menu allows you to navigate through Gladys :

USER PROFIL Go to the settings menu

Log.in

My homepage
My tasks

My workspaces
User settings
Notification

Log out

@ Gladys Tutorial

Go to your desktop

Go to the list of all your workspaces

WORKSPACE

Create a workspace

Add member to workspace
Communicate with your team
Manage project notifications
Create task and list of tasks

Modify a task

Build Gantt chart

Add new view to workspace
Design my custom view

Add services to custom view

Delete workspace

My video tutorial

Go to the list of contacts
My contacts

= My teams

e Go to the list of teams
@ B My calendar

Go to your calendar

CONTACT ‘ Gladys Tutorial
Overview
Add new contact =
I A HOME I
(C)  WORKSPACES
TEAM Tip & MY CONTACTS
Create a new team You can also open a pop up menu by clicking on the logo of your = M;TEAMS SK
AGENDA
Add member to my .team organization i L
Share workspace with my team #F MY ACCOUNT
R MYTAGS
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How to use My tasks ?

The section My Tasks displays all the tasks assigned to you in the different workspaces.

1. When you hover over the section, icons appear allowing you to:
1.1 Switch display mode between list and card view
1.2. Open the section in fullscreen mode
1.3. Go to the setting menu

2. Use the smart filter to display task overdue, next week task and more

My tasks of the week v

Sea

MY TASKS Mytasks of the week MY TASKS

r0p0 Display| 10 tasks Search
WORKSPACE TASK STATUS % START END PRIORITY

My first task | o0 | L) 202111110 202111

Display of 1t0 1 on 1 tasks I

Tip Gladys

You can resize the section by clicking on the window corner Vi

© Gladys.com
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How to use My workspaces ?

The section My workspaces displays all the workspaces shared with you.

1. When you hover over the section, icons appear allowing you to:
1.1 Switch display mode between list and card view
1.2. Open the section in fullscreen mode

1.3. Go to the setting menu

y Y Nouvel espa

MY WORKSPACES
See| 10 v|workspaces Search:

ENTITLED RESPON... DATES STATE WEATHER TREND FORWARD. HIGHLIGHTS

10 Nov - 11 Nov
. My video tutorial
2021-2021

Display of 1to 1 on 1 workspaces

(¢} » 0%

MY WORKSPACES

My video tutorial

6— A New workspace

Tip Gladys

You can resize the section by clicking on the window corner
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e G |_ A DYS User profile settings @) Gladys Tutorial

1. Open the main menu by clicking on the icon = My profile
2. Click on ﬂ to open the setting menu My account

3. Select "My profile” to access to your user settings My notifications

USER PROFIL

Login Modify firstname, lastname and username

a.
My homepage b.  Change your avatar
My tasks

My workspaces 4=
User settings d.  Add an address if you want to get located &)=

Notification () & My calendar
Log out

@ My video tutfILOAEIS

My contacts Sign out

C. Change your password ® a

My teams

WORKSPACE

Create a workspace

Add member to workspace
Communicate with your team My profile X
Manage project notifications
Create task and list of tasks

Modify a task

Build Gantt chart

Add new view to workspace
Design my custom view

Add services to custom view

Delete workspace

My account

Identity Avatar
First name Last name
Gladys Tutorial el
Username Phone

gtutorial Phone

Address Password

Station F, paris CHANGE MY PASSWORD
v

CONTACT
Overview
Add new contact

Parameters

Language

English
TEAM Timezone Currency
Create a new team [ T AT A Prie Eron R TN _l

Add member to my team
Share workspace with my team

CANCEL  CHANGE
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e G |_ A DYS Manage the notifications

1. Open the main menu by clicking on the icon

@ Gladys Tutorial

[

2. Clickon ﬂ to open the setting menu BEpEIR

3. Select My notifications to access the settings menu My account
:‘fE?nPROFIL a.  Choose if you want to receive email notifications Al Hiy-nolifiations
My homepage b.  Select the frequency : Direct or recap () Myyvideo tutUUAGH
My tasks OF XLl Signout
y WOFkSHCGS @ @ &= My teams

User settings
Notification

Log out

\Z\ Receive notifications by email

(&) & My calendar

| gladys.tutorial@hellogladys.com i

[#] Use this email address for all my accounts

Notifications frequence :

WORKSPACE
Create a workspace | | —
Add member to workspace '
Communicate with your team

Manage project notifications ‘[ 'l
Create task and list of tasks

J

Frequency of task alerts :

Note: This setting will be applied to all notifications. If
Mo—difyLaSk you want to enable or disable notification for a specific
M sphere, you can manage the notification settings by
Add new view to workspace using the sphere menu.

Design my custom view

Add services to custom view CANCEL SAVE

Delete workspace

CONTACT

Overview Tip Gladys

Add new contact Looking for a good start, you can use this settings “Daily recap” with “All

days” and you will receive only 2 emails from Gladys.
TEAM = .4 © o

Create a new team

Add member to my team Tip Gladys

Share workspace with my team . . . . .
No more email from Gladys, then, unbox the option to receive notification by

email

© Gladys.com
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How to log out of Gladys

1.
2.
3.

Open the main menu by clicking on the icon
Click on ﬂ to open the setting menu

Click on “Sign out” to leave the platform

MY TASKS

TODO

@ Gladys Tutorial

My profile
My account
My notifications
() Myvideo tut{ULRELE
(> & My contacts Sign out

() 4= Myteams

@ B My calendar
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How to create my first workspace?

1.  Go to the homepage and click on + ADD WORKSPACE

= @0°®

@ sladys TUTORIEL

0 ™ Q

- NOUVEL ESPACE DE TRAVAIL

2. Enter the name of your workspace
3.  Select one of the model
4. Click on CREATE

Tip Gladys

Actions sur espace de travail
Nouvel espace de travail

Intitulé

n/' Intitule

o 5 e
:-'- '_i' X _-?.'
Modéle simple Modéle Gantt

A faire, en cours, fait! Gérez vos Gérez vos taches sur un planning
taches en toute simplicité. Gantt

Modele de base

utilisé 646 fois

Modele de base

utilisé 622 fois

o - . O  ogm.
b= ‘o
N | Nl
Espace collaboratif Idéation
AS L
Lessentiel pour collaborer avec vos Tous les outils créatifs en un seul
équipes endroit
utilisé 637 fois utilisé 629 fois

Catégories principales

Catégories principales

o
Modele Projet
ASE®
Espace de travail complet pour réussir
ses projets

Modele de base

utilisé 624 fois

o

PLUS DE MODELES ?

ANNULER  CREER

If you use portfolio management, you can choose directly your portfolio at

the creation.

© Gladys.com
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CONTACT
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How to add a team member to my workspace?

1.  Open the contextual panel and click on + of the section Team

' . My video tutorial
000

My tasks

Ee-0

My first task

& TEAM +

= E v £
@ ABOUT “
& TEAM +
o

R TAGS “

CatA

Y FILTERS @

> Smart filters

S

START A CONVERSATION

> Actors
> Task status _
> Option:

2. Select one or more members then click on + ADD

3.  Select the right for the project and click on + ADD

2 3

Action on this workspace
Advanced sharing

Search contacts in Gladys.

Search

1 person in the share. + Add people

(@ —@

~$ TEAM
GLADY MEMBER_4
TUTORIAL

(ME)

Add team

4= My project team |

CANCEL ADD (1)

CLOSE

Action on this workspace
Advanced sharing

Person(s) selected
MBER_
Administrator

v Contributor

[# Unselecta
Which related spheres do you want to share with this user?

[# My tasks

Message for user(s) (optional)

CANCEL  ADD

© Gladys.com
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e G LA DYS How to chat with my team?

Gladys allows you to discuss on a simple chat tool :

1.  Open the contextual panel and click on Start a conversation
USER PROFIL 2. Write your message then send it <4
Login
My homepage Your messages can use files, emojis
My tasks
My workspaces You can search for information inside the thread by clicking on Q_

User settings

Notification I
LO out ‘ S w=lw <« [l My video tutorial 'y Q X ¢
650 ~ o

© My tasks I

& TEAM +

00 - ¢
y first tast

i W

R TAGS “

WORKSPACE

Create a workspace

Add member to workspace
Communicate with your team

Manage project notifications
Create task and list of tasks v Furers

> Smart filters

Modify a task a
Build Gantt chart

Add new view to workspace & TEAM -

—-

Design my custom view

Add services to custom view @ @ _ £+

Delete workspace

START A CONVERSATION

CONTACT
Overview
Add new contact

Tip Gladys @ | [Vour message... 4|0

Gladys chat allows you to discuss on a project channel or directly
TEAM with a contact or a group of contacts.

Create a new team

Add member to my team

Share workspace with my team Tip Gladys

Button Start a conversation appears only if you have share your
workspace with at least one team member.

© Gladys.com
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e G |_ A DYS How to manage my project notifications?

Project notifications allows you to stay informed on the task to be done or things that have been modified.

N REPERES =

Statut

#En cours

USER PROFIL
Lod in 1)  Access to the notifications panel at the bottom right of the screen

My homepage
My tasks O e
My workspaces \
User settings 2)  Select the settingtab ~ %#
Notification

3) You can choose if you want to receive notifications from this workspace
Log out

4) You can choose if you want to receive recap notifications

5) If you plan to work on the gantt chart or think that is going to generate a lot of notifications, you can disable the
WORKSPACE
Create a workspace ®
Add member to workspace iR

Communicate with your team ® Receive all notifications 4;_—
Manage project notifications O No notifications |

Create task and list of tasks

Modify a task

Build Gantt chart -
Add new view to workspace weekly
Design my custom view

Add services to custom view i

Delete workspace O Dis

notifications system during the operation.

Recap by email

Sending notifications

CONTACT

Overview CANCEL

Add new contact .
— Tip Gladys

The last section “Sending notifications” is avaliable only for the

TEAM Administrators of the workspace.
Create a new team

Add member to my team ® v © £
Share workspace with my team
Share workspace with my team ° _ e -

© Gladys.com
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e G LA DYS How to create my first task

1.  Gotothe Kanbanview Z= or Board view [:D in your workspace.

2. Click on Add task directly in the column

USER PROFIL
Loqg in = 0 ®tHome > x © ™ Q
My homepage
2 [ -
My workspaces i
User settings T0D0
Notification

@ & My tasks »
Log out

' + Add a task ]
WORKSPACE Ze-0

My T;rsl task ™~ My taSkS *

Create a workspace
Add member to workspace
Communicate with your team

®© & My tasks *

New task ‘

Manage project notifications
Create task and list of tasks OFTIONS

Modify a task ENe-0 Ed0-0

Bulld Gantt Chart T My first task Build a video tutorial

Add new view to workspace

Design my custom view m custom view ) 3. Enter Task name and click on Publish.
Add services to custom view

Delete workspace

CONTACT Action on this workspace X

Overview KANBAN configuration
Add new contact -
- Tlp Gladys

e a configuration for KANBAN columns of the workspace

On the Kanban view, you can select different workflows by

i F\Y clicking on the header of the kanban. J

Backlog (Backlog, Todo, In Progress, Done)
Create a new team Review (Backlog, Todo, In Progress, Review, Done)

Add member to my team Tip Gladys Two columns (Todo, Done)
Share workspace with my team

Use the board view if you want to be free with the column
management

CANCEL CHANGE

© Gladys.com
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e GLADYS How to modify my task?

AFAl 4
1. Clickontheicon #*

USER PROFIL
Log.in

My homepage 2. Fill up the detail description of your task in the different sections :
My tasks

My workspaces a
User settings b. Section Files attached to add documents to your task
Notification

Log out

Section lllustration and Description to describe in detail your task

c Section Planification to set up start and end date
d. Section Subtasks to add subtask to your main task

e. Section Actors to assign the task and sub-task

WORKSPACE

Create a workspace

Add member to workspace
Communicate with your team

f.  Section Reporting to inform the progress and the time consumed on the task

Il My video tutorial & My tasks X

Manage project notifications @ 17 November (%)
Create task and list of tasks CACHME} ®

Modify a task “
Build Gantt chart S
Add new view to workspace PLANNING
Desin 001Y% custom view START DATE END DATE CHARGE (DAY(S)) COLOUR

Add services to custom view 2021/11/10 00:00 2021/11/1100:00 v

Delete workspace

BUDGET CURRENCY

CONTACT ER(EO v
Overview Tip Gladys

Add new contact If you do not find the member to assign your task, you
can still use the search by clicking on theicon Q_

TEAM cowonsers

Q
Create a new team (o 8
Add member to my team Do not forget to Post your modifications, otherwise
Share workspace with my team you task will stay in draft mode.

+ My new subtask

Remove all actors

0 CANCEL  POST

© Gladys.com
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e G L A DY S How do i create a Gantt chart?

1.  Go to the Gantt view by clicking on the icon &=

i
i
P

[T - ]

€

Wl oo A0 i

USER PROFIL e e Q e ‘é) H:;-‘”@ g 533 - A0t 2020 534 - A001 2020 ——
. £ = L0 Marll Merl2 lewl3 venld Lunil Marl8 Merld leu20 Ven2l

Login

My homepage
My tasks

My workspaces o © @® @ ., .

User settings - _
- - 1 v (O Taches Os& 0%
NOt'ﬁcaUOn © Ajouter une tache | © Ajouter un jalon

Log out

2. Click on Add task

3. Enter the Task name then hit Enter.

WORKSPACE

Create a workspace
Add member to workspace

= = $33 - Aot 2020 $34 - Ao0t 2020
00060 0w® @

. . n10  Marn Mer12  Jeul3 Venl4 Lun17 Mar18  Mer19 Jeu20  Ven

Communicate with your team \ 1 v Oiehs s w

2 ¥ Ma nouvelle action a faire 3 4 ﬂ‘% Ma nouvelle action a faire

Manage project notifications
Create task and list of tasks

Modify a task

Build Gantt chart

Add new view to workspace .4, Add the task duration (Number of days) or draw it directly on the gantt chart.

Design y custom view . " o
Add services to custom view

Delete workspace » Ma nouvelle action 2 faire 3 20

© Ajouter une tiche | © Ajouter un jalon

© Ajouter une tache | © Ajouter un jalon

CONTACT
Overview 5
Add new contact

Assign task to a team member by clicking on + and select the actor to perform the task and click on ADD

Tip Gladys 33 - Aot 2020 $34 - Aot 2020 H
TEAM Mer12  Jeul3 Venl4d Lun17 Mar18  Mer19  Jeu20
Use the feature Undo/Redo @) e if you make a mistake /

Create a new team
on your gantt chart

Add member to my team
Share workspace with my team

Ma nouvelle action a faire

© Gladys.com
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Ho to manage views in my workspace?

© GLADYS

USER PROFIL
Log.in

My homepage

My tasks

My workspaces 2
User settings ’
Notification 3.

Log out

1. Go to the right corner of the screen and click on  «ss

= 0 @ tome > * O\®: Q

‘ . My video tutorial

Select the view that you want to add.

B3 =0 -

Add view
)

Click on Add then a new icon will be displayed aside the existing view

Add view X

List of views

WORKSPACE

Create a workspace
Add member to workspace
Communicate with your team

Manage project notifications
Create task and list of tasks

L
8

My video tutorial

Modify a task

Build Gantt chart

Add new view to workspace
Design my custom view

Add services to custom view

Delete workspace

CONTACT
Overview
Add new contact

TEAM

Create a new team

Add member to my team

Share workspace with my team

Tip Gladys

| B8 Retroplanning

| & Dashboard

| @= Resources

| *& Mindmap

| # Custom

Build your custom list of view, ordel

and set your default view

You can sort manually the views with “drag and drop”.

To remove a view, you select the view and click on the icon o

© Gladys.com
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How to design the custom view

e G LADYS = 6 @ Home il
Go to your custom view on the workspace
»
1. Click on New Service or on the button + ADD

2. Choose between all categories of services then click on °
USER PROFIL

i h
: i ) '
A New service

My homepage
My tasks Add a service 5

! WOFkSHCGS List of services :
User settings
Notification |

Log out

All services

o Build your custom view

Select your favourite service, configure and
adjust it within the custom view.

WORKSPACE
Create a workspace

.

h
Manae ro'ect notifications Discussion List of members
Create task and list of tasks

MOdlf a task CLOSE
Build Gantt chart

Add new view to workspace .
. . = @> @ >l *x © ®, Q
Design my custom view

Add services to custom view ‘ -
Delete workspace

Add member to workspace © — oY ﬂ
Communicate with your team

neE

CONTACT
Overview _ \”\\0 \ R des o 5
Add new contact s E ";‘ o Chuoses lcrdagithre
. Hf\f\“\x Aignan
2w\
TEAM S ML \\ .
Create a new team P L ANy, :
Add member to my team AT \\\
Share workspace with my team e

4

© Gladys.com
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How to configure a service?
© GLADYS

Use this icon to position your service in the custom page. n

1
2 Resize the service window with the bottom right corner icon Yy
3. Display in full mode your window with the icon E
4 Access to the configuration menu B

USER PROFIL
Log.in

My homepage
My tasks

My workspaces
User settings
Notification

Log out

WORKSPACE

Create a workspace

Add member to workspace
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How to delete my workspace?
© GLADYS

1. Go to the top right of the screen and click on the icon §
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USER PROFIL ®> @ > W
Login

o ormepage ‘ . My video tutorial + ADD
My tasks

My workspaces

User settings

Notification ) ) ) r
Lol 2. Click on Delete and validate your choice
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Gladys Menu X

Edit Settings Sort Import / Export

WORKSPACE
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Delete workspace Historical

Duplicate Archive Delete
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If you want to keep your workspace, you can archive it anytime.
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Contact overview

1. Go to My contacts in the main menu to see the list of contacts in

your organization as well as the contact information if available.

@ ® Home 2

. My contacts

Show| 20 v | contacts

CONTACT -

_ @ TEAM MEMBER_1
= .

team.member1@hellogladys.com XX XXXXXX

@ Gladys Tutorial

(]

-

() © My workspaces
@ & My contacts
@ &= My teams

() 8 My calendar

View Pending contact = 9 e -
a|
Search:

E-MAIL ADRESS PHONE ADDRESS

1 Ter avenue de la vertonne, 44120 VERTOU

TEAM MEMBER_2

= @ PY team.member2@hellogladys.com YY.YY.YY.YY Station F, Paris

Display of 1 to 2 on 2 contacts
Il @ > @tome > & * ©@ W Q

@ My contacts = @ TEAM MEMBER 2

— X
+ R % ¥ 17 TEAM MEMBER 2 J —
e @‘ Lar Profil

Refines "

Station F, Paris

TEAM MEMBER_2 fait partie de Gladys Tutoriel
Tel:yy.yyyy.yy

Adresse : Station F, Paris
Adresse email : team.member2@hellogladys.com

Leaflet

Tip Gladys
With the premium plan, you can locate your
view and watch the contact infos.

FERMER

contact on the map
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@ Gladys Tutorial

Invite a contact on my account

(]

-

() © My workspaces

1. Go to My contacts
@ &= My teams

@ & My contacts

() & My calendar

‘ My contacts View Pending contact = 9 &
2.  Click on + NEW CONTACT to add a new members to your account
3. Enter the contact information
4.  Select the option to create the member account
. . Actions on these contacts X
5.  Validate your choice
Invite a contact
Identity:
TEAM MEMBER_3
team.member3@hellogladys.com
Company
Gladys Tutoriel
Profile
‘Co-worker v
Let the user create his/her account with the invitation
Create the user account and set his / her password
Notifier par mail
Message:
Tlp Gladys Message (Optional)
If you create manually the password of your contact, you must
use 8 characters minimum, 1 upper case letter and 1 number. CANCEL  INVITE
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How to create a team

1.  Goto My teams and click on + NEW TEAM

‘ My teams

Show| 20 v|teams

TEAM

Showing 0 to 0 of 0 teams

2. Enter the name of your team

3. Click on CREATE

' @My project team

Display| 10 v |users

= @ Gladys Tutorial

Display of 1to 1 on 1 users

NUMB...

No team found

Create a team
n I Title

MEMBER

\ &
seare T NEWTEAM
MEMBERS
|
Actions on team X
‘ My project team|
CANCEL CREATE
|
+ Ao0 [ ) £
Search:
RIGHT
Owner
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e GLADYS Add member to a team

1. Got to the team view and click on + ADD MEMBER

[l
-3

‘ @My project team
ADD MEMBERS

Display | 10 v|users wrch:

USER PROFIL
Login

My homepage
My tasks = @ — o
My workspaces Display of 1101 on 1 users

User settings

Notification Actions on the team %

Log out

- MEMBER RIGHT

Actions on the team X
Advanced sharing Advanced sharing

Person(s) selected

2. Select the team members Search contacts I Ghdre:
WORKSPACE Search

Permission level

Cl’eate a WOI’ksace 1 people in the team + Add people I OB =
Add member to workspace @ @
Communicate with your team

Message for user(s) (optional)

3.  Choose the right and click on ADD et

Manage project notifications TUTORIAL

Create task and list of tasks %

Modify a task n‘

Build Gantt chart CANCEL, A0DAL) ThiCeE

Add new view to workspace

Design my custom view )
. . ‘ @My project team
Add services to custom view

Delete workspace e o

MEMBER RIGHT

CANCEL  ADD

+ ADD

1]
&

CONTACT
Overview
Add new contact

Gladys Tutorial Owner

Y-

TEAM MEMBER_4 Contributor

Display of 1 to 2 on 2 users n

TEAM Tip Gladys

Create a new team Do not hesitate to add further views such as map and resources
Add member to my team to get the full experience.
Share workspace with my team

© Gladys.com
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e G |_ A DY S Share workspace with a team

1. Open the right panel and click on + of the Team section o

USER PROFIL @ &
Login .
My homepage

My tasks 2.  Select your team

My workspaces 3. Confirm the right of the team members and click on ADD
User settings
Notification

Log out

Action on this workspace X

Advanced sharing
Action on this workspace %

WORKS PACE Search contacts in Gladys.

- Advanced sharing
Create a workspace ‘ earch
Add member to workspace
Communicate with your team @ @ N
Owner TEAM Like the original sphere 4

MEMBER_4

Selected beam

1 person in the share. + Add people My project team (2 users)
t M MEM

Manage project notifications
Create task and list of tasks LA met= Who averTe profesonal abcoLnt wortbe bk (o samistiate s

(ME) sphere

Modify a task

Bu||d Gantt Chart \kdd team Message for user(s) (optional)

Add new view to workspace B vyt

Design my custom view Which eatedsperes doyou want o sare it tese usrs”
g . [# Mes 1éres taches

Add services to custom view

Delete workspace CLOSE CANGEL  ADD

CONTACT . _ o _ . _ -
OV 4.  Onthe Team page, you can see the workspace in which your team is involved in by selecting the view (_)

Add new contact

i F\Y ' @My project team I = &*
I new m
Ceatea—etea See| 20 v |workspaces Search:
Add member to my team
Share workspace with mv team TITLE STATUS PROG... SHARED WITH
=hare workspace with my team
- @O
Display of 1to 1 on 1 workspaces n
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