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WPS 365 for Business User Manual

1.WPS 365 for Business Benefits Redeeming

After you purchase a WPS 365 for Business package, click the link in the email

received to go to the WPS 365 for Business page.

Dear user, Hil

You have purchased the Trial version service from us. The validity period will start from the Sth day after delivery. Redeem your benefits as soon as possible.

Click here to redeem henefitsi https i/ us—encs—addon. wps. com/fab/exchange /treedeem code=1DTRP-GUOCH-KI N51-5F&TE-551511

Order information:

Company :

Service: Trial wersion

Nunber of Authorized Members: 100 users

Service Validity Peried: 2022-09-06 " 2022-10-13 (You can redeem benefits within the service validity period.)

Fedeen Code: (Keep your code properly. Tt will not be shipped again if lost or leaked.)

Note: If you find that the above information is inconsistent with the order information, do not redsem and contact us within 3 days. (Email: ove ebu supportlvps. com) o

Note: If you fail to redeem benefits, zee the frequently asked questions about hew to use redeem codes.

WPS Cloud Pro

Email: ovs ebu support@me. com

WPS 365 for Business page

Click [Sign in to the WPS account] to go to the login page.

WPS Cloud Pro

Efficient Collaboration | Sufficient Space | Document Security

Redeem Package Benefits

o

Current Redeeming Enterprise | f Quick Create

1D7BP-5U0CN-KLN51-5F6Y8-5515U

— Instructions on Redeem Code Use —



V7 virs

WPS 365 Business

All-in-One Cross Platform Office Suite

1.1Login in

No account? Create one> View Device ID

Welcome to WPS!

You already have a WPS account. On the Login page, you can sign in with your WPS

365 business account.

W wirPs

WPS 365 Business

All-in-One Cross Platform Office Suite

Language v No account? Create one> | View Device ID
Welcome to WPS!

Account

Password

Forgot password

[0 Read and agree Online Service User Agreement ,

Service Agreement on WPS 365 and Privacy Policy
Or Sign in with
i sso

o0 :
& Partner Account

This page is protected by reCAPTCHA, and subject to

the Google Privacy Policy and Terms of service.

After you sign in, if you have created or joined an enterprise, you will be directed



to the benefits redeeming page. After you select an enterprise on the benefits

redeeming page, click [Redeem Now] to have the benefits issued.

WPS Cloud Pro

Efficient Collaboration | Sufficient Space | Document Security

Redeem Package Benefits

Use Another Account

V' hu™ei@lista.cc

Current Redeeming Enterprise

After you click [Redeem Now], a pop-up window for second confirmation
appears. Click [Confirm]. A page appears to indicate that the redeeming

succeeded.

Redeem Content

Purchase Package: Trial version
Mumber of Purchasers: 1

Service Valdity Period: 2022-09-06T14:58:25+08:00 - 2022-09-
06T 14:58:25+08:00 (1 years)




After the benefits are issued, click [Enter Enterprise Document] to go to the

WPS 365 for Business home page.

Redeem successfully

tent al version years,

Enter Enterprise Document

Recent +  CreateTeam Pin-to-Top Content Edit Collapse Team Dynamics
tarred ere

S 2 Allmembers

e &  Almember m Doc

1.2 Create an enterprise

If your company has not created an enterprise, after you sign in and click [Quick

Create], you will be directed to the Create Enterprise page.



WPS Cloud Pro

Efficient Collaboration | Sufficient Space | Document Security

Redeem Package Benefits

e Sign in to the WPS account
Current Redeeming Enterprise Please

On the Create Enterprise page, enter the enterprise name, creator's name, and
email address. Check to agree to the WPS Docs for Enterprise Service
Agreement, and click [Send]. A verification code will be sent to your email
address. After you enter the received verification code, click [OK]. The

enterprise is created.

9 WPS Cloud Pro (]

Create Enterprise

« Enterprise Name

* Creator Name

1 have “ead and agree WPS Docsfor Enterprise Service

After you create the enterprise, click [to exchange] to return to the WPS 365 for



Business benefits redeeming page.

WPS Cloud Pro

Efficient Collaboration | Sufficient Space | Document Security

Redeem Package Benefits

Use Another Account

hu**ei@lista.cc

Current Redeeming Enterprise

2.Join an Enterprise

If your company has created an enterprise, contact the enterprise administrator
to join an enterprise.

click [Admin Console],



B wpstest-0608formenu Q Searchfor flesor folders o= @
HHHHH h
Welcome to WPS 365 \
o
oie
CreateFile ~
Teams
@

Apps.

= — sheets Sides B swae roms

Do

S Quickaccess C

® Recent ofShared | @ Received ® Upload
SSSSS

Name FileLocation Last Modified size ®

e P wyries e 2023 ssok6

E Getting started with WPS 365 # My Files Jun08, 2023 6628

rome

A
Console

And[Add member] On the [Organization Structure] page under [Users]:

W WPS 365 X W Admin Console x S v = 8 X
€ > C & sgworkwpscom/contacts/structure w2« »0@=ee) :
x

Add Member

@456038.0nwps.com

Enter the password. Random Generation

£5)

Email Address

Change password at first sign-in
Send account password through email after creation
uuuuuuu ber.

2.1 Manage enterprise organization structure

2.1.1Add a department

Go to the enterprise Admin Console, click [Organization Structure] under [Users].
On the [Organization Structure] page, click [Add Sub-department] in the

upper-right corner.



W wes 365 X 9 Admin Console x o+ v - 8 x
€ > C & sgworkwpscom/contacts/structure w2« »0 :
H WPS 365 Admin Center o= @
= Organization Structure [ EALTSSIT RS
Q Home O test0103(5 member(s) Edit Department [Add Sub-department
& viers - test0103 2 Members of Current Deps
Organiation Structure ol |
o Name Department Account Email Address Position Operation
8 storage X Edit Change Department
@ =003 test0103 456038@4560380nwps.com  test0103@listace = e
© security v 5
Edit Change Department
@ 00301 test0103 1e5t0103-01@456038.0nwps... _ - =i |
@ togs -
Edit Change Department
8 sis = © 010302 test0103 1est0103-02@456038 0nwps... - - e
Edit Change Depariment
& Organizstion Settings v O test0103 test@456038.0nwps.com test@lista.cc manager s 98 Do
Edit Change Depariment
© vesce s S ————— o
< 1> cowf 1

Enter the department name in the pop-up window, and click [OK].

When a new department is created, a department team associated with this
department will be automatically created on the frontend of WPS 365 for
Business. It is automatically created by default, but you can unselect this option
to cancel auto creation. The team name and members are automatically
updated as the department changes, and the first department member

becomes the owner of the department team.

W WPS 365 X W Admin Console x S v = 8 X
€ 5 C & sgworkwpscom/contacts/structure w2« »0@-=ee) :
Create Department X

£5)



2.1.2Change the department of a member
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Go to the enterprise Admin Console, select the target member, and click

[Change Department]:

'WPS 365 Admin Center
= S
Q) Home a IT(1 member(s))

L 2
P,
(3 Storage v
1 ™
© Security i
@ togs v
Billing v
£ Organization Settings v

WPS 365 Admin Center

= Organization Structure  [IEEENESITS S
@ Home Q1T member(s)
& Users 2 wpstestyt & Members of Current Depz
N
Organization Sructure

.
88 Apps .
€3 Storage =

Q

@ security b
@ togs =
@ siing b
B Organizaton Setings @

2 Members of Current Depz

Dissble | [EES
Department Account Email Address Position
wpstestsé; IT test@upstestSdonwps.com  test@wps.cn manager
Department Account Email Address Position
wpstestsd; IT test@wpstestSAonwps.com  test@wps.cn manager

o = @

Edit Department Add Sub-department

Operation

Edit Change Department

More v

1 Goto| 1

0 = | @

Edit Department Add Sub-department

Select the target departments you want to move the member to, and click [OK]:

wostestsd

Sales

"

wpstestsa

"

Welcome back, let us know if you
have any questions.

©
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2.1.3 Delete a member

You can use two methods to delete a member:

Method 1: delete a member from the enterprise Admin Console

Go to the enterprise Admin Console, select the member to be deleted, click
[Delete], and then click [OK] in the pop-up window to remove the member from

the enterprise.

# WPS 365 Admin Center a

Suggested Operation

Welcome back, let us know if you
have any questions.

# WPS 365 Admin Center a

Organization e

wpstestfIBERs(2 member(s))

Q
o
8 ~ it & Memb
E M Name
(8 storage e . -
pstests91 g —
O s v e
B tos =
8il e
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Delete Member

Are you sure you want to delete the member Jumie]?

Method 2: delete a member from Enterprise Assistant

Sign in to WPS 365 for Business. Click [Teams]— [Enterprise Assistant]—[joined
X people].

In the pop-up window, click the down-arrow of the [Member] column and click

[Delete] in the drop-down list to delete the member.

W WPS365 Q search for fles or foide o = @

Enterprise Members

Joined Members(3)

@ vostestssn
@ rersco
© e
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2.2 Set the ordinary administrator of the enterprise

In order to facilitate enterprise management, the enterprise super administrator
can set multiple ordinary administrators for the enterprise. The setting method is
as follows: Go to the enterprise Admin Console, click[Organization Settings]—

[Admin Roles]—[Ordinary Admin]—[Add].

# WPS 365 Admin Center & = °

Admin Roles | ewRole
(B Super Admin Ordinary Admin m

Email Address Department Permission Scope Operation

03 storage ~ Welcome to WPS 365 o

Click the down-arrow of the [Add Member] column, select the member to be
added as an ordinary administrator from the new pop-up window, and click

[OK]:

Welcome to WPS 365 -

O WS 3651134 AM

Welcome to WPS 365! How can we
help you today

The chat has been closed due to long
user inactivit

y.
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i WPS 365 Admin Center o

3

help you today?

B @ @ 5 ]

&
o

2.3 Set the order administrator of the enterprise

In order to facilitate enterprise management, the enterprise super administrator
can set multiple administrators for the enterprise. The setting method is as
follows: Go to the enterprise Admin Console, click [Organization Settings]—

[Admin Roles]—[Order Admin]—[Add].

[+

# WPS 365 Admin Center

= Admin Roles ‘

Click the down-arrow of the [Add Member] column, select the member to be

added as an order administrator from the new pop-up window, and click [OK]:
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i WPS 365 Admin Center 5‘) = o
= Admin Roles
Q@ Home k
Add Memb
F v
& Users = 8
Assign Select scop
B8 rors v Permission
Scopes:  wpstestl
(3 storag: -
Role Perm
Operation Operation Permission
© seauity =
Billng > Order History Place orders, make payments, and view orders
Log: =
Billng > Invoice History Invoice issuance. View invoice records
@ siling &
rganization Seting: ~
Organization nformation
Adimin Roles
Company Domin
Dissolve Enterprise

2.4 Transfer the super administrator

Creator of the enterprise account is considered the super administrator by

default, and the super administrator is transferable. The methods are as follows:
Go to the enterprise Admin Console, click[Organization Settings]—[Admin Roles]
—[Super Admin]—[Transfer], and then follow the prompts to transfer the super

administrator.



17

i WPS 365 Admin Center

2.5 Designate an owner for the team

The team creator is considered the team owner by default. You can also
designate an owner for the team. The methods are as follows:

Go to the enterprise Admin Console, and click [Apps]—[Teamspace]— [Team
Management] . On the [Team Management] page, click [Designate Owner] on

the right side of the corresponding team.

>

# WPS 365 Admin Center

B @ @ B

@
3
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Select the team owner from the team member list, and click [OK]:

3.Create a Cloud Enterprise Database with
Synchronous Backup

3.1 Support all file formats on the Cloud

3.1.1 Upload files or folders

Sign in to WPS 365 for Business: 365.wps.com. Go to the corresponding
enterprise team, and click the Upload icon on the right side of the page. Click
[File] or [Folder] in the list as required, and then follow the prompts to upload the

file or folder to the Cloud.


https://cloud.wps.com/pro
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% wes 365 x|+ v - 8 x
<« c a3 56183/2411897063/7lang=en-US&in_team=true w2 # 0O@ reused)
B test0103 Q a .
[ ] -
| K = e
> +
B ED e
T
y Teal L
™ I over
D
. o o
a = o
=R
"] 2}
Pag v
Save your work documen ts here for better management

3.1.2 Create files or folders

Click [+ Create New] on the top left corner of the page and select the file type to

be created.

B wpstest-0608formenu

s | @- -
ive 8 -
o g o= 2w
~ | a- 8 o
8| e~

. a Work
o
3 oo
o —
-
.
ﬂ;

3.2 Manage files on the Cloud

You can perform operations such as [Move], [Copy], [Rename] and [Delete] on

a document/folder.



20

[Move]: Click on the right side of the document/folder name, and then click
[Move] in the pop-up window to move the document/folder to the target folder.
[Copy]: Click on the right side of the document/folder name, and then click
[Copy] in the pop-up window to copy the document/folder to the target folder.
[Rename]: Click on the right side of the document/folder name, and click
[Rename] in the pop-up window to rename the document/folder.

[Move to Recycle Bin]: Click on the right side of the document/folder name, and
click [Move to Recycle Bin] in the pop-up window to move the document/folder
to Recycle Bin.

[Star]: Click on the right side of the document/folder name, and click [Star] in
the pop-up window to add a star mark to the document/folder. You can click
[Starred] in the upper left corner of the page to view starred documents and

folders.

<« C @ 365wps.com/teamspace/ent/646456183/2411897063/2lang=en-US&in team=true W2t %O resed)
M test0103 Q Q [ )
[ company Assistant File . d 4

>

-
[

|
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3.3 Download files

3.3.1 Download a single file

Click on the right side of the document name, and click [Download] in the

pop-up window.

W wes 365

< C & 365wpscom/te 11897063/?lang=en-US&in_team=true W e » 0@ raused) :

B test0103 Q a .
B Y corersssnn e ol GG

> +  CreateTes

-
[

3.3.2 Batch download files

Hover the mouse on the file, select all the files you want to download, and click

[Download] on the right side to batch download the selected files.

3 + o
€ C @ 365.wps.com/teamspace/ent/646456183/2411897063/?lang=en-US&in team=true B e N O Pusd
3 test0103 Q £ o
B Y corvurysssste —— T
> +
B n
= p— @ B Ejos Bl &

a n —
A s |8
|
v ]
BE - o)
P
& -
a
=]



3.4 Secure storage

22

3.4.1 View and restore document history version

Click on the right side of the document name, and click [History Version] to

view all the historical versions of the document, or you can restore the document

to any historical version.

W ws 365 x

€ > C @ 365wpscom

i test0103
0
o Welcome to WPS 365
>
,,,,,
CreateFile ~
B
.
Doc:
ooee

ssssss

a 1 Starre o5
Sheets
Name
AAAAA o Longtime ago
B oo seosea
E Livepage(3)
B LivePage(2)
W wes 365 x|+

€ > C @ 365wpscom

Q se
Sheets sides B arege
d @® Receive d
Filo Locaton
WyFies

Book_5¢66bd.xIsx
Owner: test0103

Update Time Updater

May 16, 2023 Tuesday

1541 @est0103 143268

Mar 08, 2023 Thursday

1840 @est0103 1099K8

18:40 @ est0103 1062x8

1839 @ st0103 s01K8

Last Modified

May 16,2023

Mar 16,2023

Mar 16,2023

3.4.2 Recycle bin

£5)

v - B8 x

e 0@ ) :

Use the [Recycle Bin] feature to restore deleted documents. Click [Recycle Bin]
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in the lower left corner to find the document to be restored. Click on the right

side of the document name, and click [Restore].

< C & 365wp: o sh/646456183/lang=en-US&in team=true W2 A 0@ rused) §

M test0103 Q ol [ )
LI - ‘
. L
B EE e & oo
‘ [
] ﬁ oy g o
a B B e
2 Ei & o
= ®
=]
& o

3.4.3 View the team document operation dynamics

On the right side of the team document list, you can view the team document
operation dynamics, for example, members who added, uploaded, deleted, or

updated documents. The team document dynamics are clear at a glance.



W ws 365 X + T

¢« >c Usain 1

i test0103 Q searcnfortie

8 O o | e

Home
> +  CreateTeam Pin-to-Top Content it Collapse test010:
orive
Click Here to add pinned Team announcement or fles to get members attention. See Example
B EE e
Teams
Company Team D New 2 Upoad | f ¥
B e
Apps 7-Offersen-HYPO 4minutes ago
e
R v »
Docs
B e Iz}
a -
Sices ®
test01035 team -
Sneets
"
AiPage NP 2
"
B eonanemencie
0"
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3.5 Rapid document retrieval

With massive document data of the enterprise stored on the Cloud, you can
quickly locate the files you need using keywords. Enter a keyword in the search
box, and you can search for documents, folders, and teams that contain the

keyword in the name.

W wps 365

A‘
o
" Q

Ul test0103

Welcome to WPS 365

v (W] B sheets B =] B roms
[2)
6
B Quickaccess C
= aoos .
Name. ®
Long time ag
a vePa
= JI

3.6 Pin to Frequently Used

For some commonly used files, you can use [Pin to Frequently Used] to fix the
files to the most eye-catching location for easy viewing at any time. The
operation method is as follows:

Click on the right side of the document/folder name and click [Pin to
Frequently Used] on the menu to fix the document/folder to the prominent

position on the left side of the page.



W wes 365 x + v - 8 x
¢ 5> ¢ @5 s6183/23879181 =en-Us et # O ) :
B test0103 Q o .
2

5)

‘D B B A im i@

3.7 Pin to Team Top

For some commonly used files in the team, you can use the [Pin to Team Top]
feature to put the files at the top of the team page for easy viewing at any time.
The operation method is as follows:

Click on the right side of the document/folder name. Click [Pin to Team Top] in

the pop-up window to place the file at the top of the team page.

W ws 365 x + v - 8 x
€ > C @ 365wps.com/teamspace/ent/646456183/2411897063/?lang=en-US&in_team=true B 2 f B O Q@ Paused) :
B test0103 Q Q .

B Y v it @9+ "

> + Pin-to-Top Content & . Ml Oocument Details

[ =] | | e

Teams

Company T
s M-
2o B8 o v
B oo
0o \ o
5 H- Dp— e
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x4

€ C @ 365.wps.com/teamspace/ent/646456183/2411897063/7lang=en-US&in_team=true B 2 f M O Q@ Paused) :
B test0103 Q Q .
- | o n-to-Top Conten &) 7-Offersen-HYPO
B D e Sharing settings
i 7-Offersen-HYPO. Not shared
s H-
m G
- |
- )
g N £
u
a
=]

4.0nline Sharing and Collaborative Editing
4.1 Collaborative teams

4.1.1 Create a team

Sign in to WPS 365 for Business, click [+Create Team], enter the team name,

and click [Confirm].

M wpstest E Q a
B PY corporresiin wpstestt

rd

' = viemoerovenview: @@@

T

]

W] =1 Recommended link

a @ AdminC

a

=1
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Craate Team b

Team name

I\NF’S_155321162?‘5 tes

Team member

== @ 1 Members

4.1.2 Invite members to join the team

Click the team name, and click the [+Add Member] icon.

i wpstest™Im a foide o= @

sheet

ArPage
Save your work documents here for better management

Local Upioad

You can invite friends to join the team through a link (% Note % : the invited friend
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must be a member of the enterprise, otherwise they cannot join the team). You
can also invite members to join the team from the enterprise address book.You

can also invite members to join the team via a QR code.

Team Members

@ Invite peaple with link

@ Invite people with QR Code

@ ~dafromContacts

Joined Members(4) Q Sea
Owner ~
rujie Member -

=
@
© une Member -
@

FengGao Member -

4.1.3 Set different permissions for different members

=]

Click the Team and click the Team Member Settings icon & -
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@ wpstestT I Q seentorosor o 2 =1 @
ﬂ ﬂ Conpsphssent File spernineh Q@O [+ coveme & ©
» + CreateTeam Pin-to-Top Content
ove
ClickHereto agdpi SeeExamp
B &
Teams
Company Team LY 2 Upload T 4
| =
AiMormbers
bocs
sices
AdPage
Admi W recyclesi
Consoe

Click the permission settings button on the right of the member to set different

viewing/editing permissions for different members.

Team Members X
Add Member Settings
@ nvite people with ink
€@ nvite people with GR Code
€@ AddiromContacts
Joined Members(4) Q, Search for Members
@ wpstestoa Owner ~
Q Member ~
o Jumie Member
Administrator
@ renooeo , _
You can add or deletam
v Member
You can access team do.

el |
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4.2 Document sharing

Hover the mouse over the document to be shared, and click [Share] on the right

side of the document name.

@ test0103 o Y
P B9 oocs B sweets B sies B wre @ roms
47 Quick access [
o as % © vpons
‘ Name La: o)
[ Longtime ago

B soorsessos o i
- )
a g

A

a 8
e B s

B =

WES

(S
a 09 =

At this time, a document permission setting page will pop up with three main
options: [Members of this enterprise can view], [Members of this enterprise can
edit], [Only designated people can view/edit]. Select the permission type, and

click [Create and share].



Share "Book_5c66bd"

Send Link

283M name, or emall addrass Canview -~

[bh Userswith access

. test0103
s Can manage

Copy Link

Company member canview - Gy LikK

& Sharewith company member ~

Anyone

~ Company Member

Designated User @

32
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4.3 Collaborative editing

4.3.1 Multi-person collaborative editing

[Invite members to join document collaboration]
Click on the right side of the document name, and click [Share] in the
drop-down list.

a Document_66d1c5

[

You can invite friends to join the document collaboration using invitation

links.You can also invite others to join document collaboration via search.



Share "Book_5ctebd”

Send Link

(b Users with access

. test0103

Copy Link

noer canview -

fe Sharewith company member -

[Join collaboration]

34

Canview ~

Canmanage

Copy Link

Collaborating members need to open the collaboration document in a web

browser, before they can edit it directly with colleagues. When multiple

members are editing the same document at the same time, the collaborators’

avatars will be displayed at the top right of the document, and the location



where everyone is editing will also be displayed.

B:

B B =i

4.3.2 Document collaboration records

version viewing

Open the document and click B

Saved successfully

Page: 1/1 Section: 1/1

EEl et Review  Page

B [ U 5 Al- A- s~ | Efudys E = = B 2 == & & B o= =~

.. Login
Visit WPS Docs official website: docs.wps.com, with a computer browser, dlick [Login], you can
use Google, Facebook or log in by email
2. Create/loin an enterprise
2.1Join an enterprise

If your company has created an enterprise, contact the enterprise administrator to invite
you to join;

If your company has not yet created an enterprise, follow these steps:

2.2 How to Create an Enterprise

Access docs.wps.com, after logging in, click on the upper right corner [My avatar J-[ Create
Enterprise]:

after filling In the enterprise information (enterprise name, founder name, founder email,
verification code), you can complete the creation of the enterprise:

35

S

Hinsert - & - Q- &

@ — 1wk + & T

and history

on the top right corner to view the

[Collaboration Record] and [History Version] of the document, and you can also

restore the document to any historical version.

General

Y- 2= bl - [ - E Freeze

AB AC AL

Today's changes
g

Last 7 days of changes

Last 3 days of changes

Recent changes to the cell

History Version

Collaboration Record




36

5.Cross-Platform and Multi-Terminal Service

Allows you to Work Anytime, Anywhere

Whether you use a web browser, WPS Office Windows client, or WPS Office
Android client, you can access and use WPS 365 for Business for Enterprise,
and documents are synchronized across platforms to allow you to work anytime,

anywhere.

5.1 Web version

Sign in to https://365.wps.com with a browser to go to the product usage page:
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5.2 WPS Office Windows client

Open the WPS Office Windows client and click [Open] in the left menu to go to

the product user interface.
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5.3 WPS Office Android client

Open the WPS Office Android client, click [Cloud], and select the enterprise

from the list on the upper left to go to the enterprise document page.
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6.Document Security

6.1 Set file and folder operation permissions

6.1.1 Set document operation permissions

Open the document and click [Share]. Set the operation permissions of the

document in the pop-up window.
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6.1.2 Set folder operation permissions

Click the right side of the folder name, click [Document Permissions] to set

permissions for team members.
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Basic Service Invoice File Permissions
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This file!folder is not shared to non-team members. Click [Sharg] to share it to non-team members.

-End -

40



