A Quick Guide to Wrike
for Collaborators



A Quick Note about Requesting Web Support

As a Wrike collaborator you can view support requests’ submitted (All folder), participate
in work discussions (@tagging), and receive notifications, in Wrike and via Email;
however; you will not be able to create or submit requests. To request website support
send an email to websupport@erau.edu and your request will be triaged and an available

staff member will acknowledge the work (by @tagging you) and correspond with you via
Wrike (by @tagging).
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See the enlarged view of the above image in the ‘View Web Support Tasks’ section 1 -3 below.
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Accept Wrike Invitation

When you get the email, click the link to activate your account. Wrike is connected to the

University’s single-sign on system (SSO) and you should use your University credentials
(username and password) to setup and sign into your Wrike account.

Hi,

I'd like to invite you to Wrike, our awesome tool for collaboration and
project management. In Wrike, we’ll be able to keep track of tasks,
share files, discuss ideas, and get great work done together.

Accept invitation

Best regards,




Setup Your Profile
Upon logging in please setup your profile and change your

notification settings. Go into your account profile: on the Joy Lawless

top right by your name, click on the pulldown and click on B
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Set Your Notifications

Once in your Profile, select the Email Addresses icon from the list on your left-side. Choose when you want to receive the daily
To-Do email. Then click on the blue link for “Notification of changes” top open up the options and uncheck the box for whatever
you don’t want emails for. *Please choose frequency of notifications: Immediate (which is default) or Once Daily. Selecting Never
will mean you have to be in Wrike to receive any notifications.
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Notifications

Click email To help you stay up-to-date with the work process, Wrke notifies you via email about the changes made to the tasks you follow.
addresses Wrike also sends you To-Do emails reminding about your tasks scheduled for today and overdue tasks assigned to or by you.
to change

notification Todo emails _ : ;
preferences. dai , - - rrygu re asmgned wark, Wrike will send a
9 Send daily at 5:00 A daily reminder of your most current tasks.

[F] Task or folder created Wrike will notify you of the following systems changes.

Hc e =dded Change them based on your preferences. Wrike can
omments adde over communicate so pay attention to this section and

[C] Task status changed uncheck anything that doesn't add value.

[T Task description changed

[C] Task dates changed

[ Task moved to another folder

[ Mew task assigned,Assignees changed

Select how often you want to receive
notifications: immediately, once a day, or never.

How often would you like to receive notifications?
4

Immediztely ¥



Viewing Web Support Requests in Wrike (1)

You should see all requests via the All folder tab on the left-side of Wrike and be able to
correspond to all requests (by @tagging the staff member). If you need to submit a
different request, send an email to websupport@erau.edu.
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Viewing Web Support Requests in Wrike (2)

You should see all requests via the All folder tab on the left-side of Wrike and be able to
correspond to all requests (by @tagging the staff member). If you need to submit a
different request, send an email to websupport@erau.edu.
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@Tagging & Assighments
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Viewing Web Support Requests in Wrike (3)
You should see all requests via the All folder tab on the left-side of Wrike and be able to

correspond to all requests (by @tagging the staff member). If you need to submit a
different request, send an email to websupport@erau.edu.
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Apps you can integrate with Wrike

Wrike can be used with the following applications

Wrike Android App

The power of Wrike on your Android device

A

Wrike iOS App

The power of Wrike on your i05 device

Gmail

Manage tasks and projects right from Gmail

Chrome Extension

® X

Create Wrike tasks from any webpage

5 Zapier
Zaper
P Connect Wrike to your team's favorite apps

More information:

https://www.wrike.com/help/free-ios-app/
https://www.wrike.com/help/free-android-app/
https://www.wrike.com/help/single-sign-using-saml/#one-time-passwords

Configure
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