
How-To Basics

• Hierarchy/Terms

• The ECR Mainframe

• How to Move to Other Workspaces

• Filter Your View

• Project Communication

• Assign a Custom Task

• Email Settings

How-To Advanced

• Create a Workspace

• Create an App

• Add a Workflow
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The Mainframe: “ECR” Workspace

This is the HUB for all Marketing Requests:
• New Properties
• Property Updates
• Removals
• Case Studies
• Signage
• Photo Requests
• Video Requests
• Projects
• Pitch + Proposals
• Client Requirements
• Press Requests



ECR Workspace - Homepage

Workspace

App

Click to select 
the desired 
Workspace

Create a Workspace

Click to create a new 
workspace, select 
Team Members who 
will have access and 
create an apps.

Manage Workspace

Click to make edits to 
team, apps, or to 
make changes to your 
workspaces.

View Your 
Notifications

Click to view any 
comments, mentions, 
tasks or project 
activity across all of
your workspaces.

View Your Workspace’s Activity

Under the Activity app, you will 
find your Workspace’s 
dashboard of recent activity, a 
count for active projects, and the 
team members who have access 
to that Workspace.



Move to Other Workspaces
Left Hamburger Menu will allow you to select other workspaces.

View All Workspaces

Click the hamburger 
menu to toggle to a 
different Workspace

See What Workspace You 
are Currently Viewing



Filter Your View in Your Workspace

Customize Your View

Customize your view 
to only see projects 
you are on by filtering 
the view:
1. Click the Funnel
2. Go to Team and 

Filter with your 
Name

3. Then click the 
green “Save As” 
button to save as 
a PRIVATE view.



Project Communication
Check in on progress, ask and answer questions, see activity, etc.

See Activity 

View project activity here

Communicate Here

By commenting in the “Add a 
comment” section, all 
members of the project team 
will receive a notification.

If you’d like to directly address 
or assign a comment, use “@” 
+ the person’s name – It will 
pop up after a few letters are 
typed.

View all Activity

See all comments, 
changes/edits, and additions in 
the “Activity” section.



Assign a Custom Task

Assign a Custom Task: 
+ Create Task

At the bottom of any project 
(item), you can assign custom 
tasks.

Many project’s tasks are 
automatically populated (ie. 
New Property, Property 
Updates, etc.) as the tasks are 
assigned via an automated 
Workflow.



Update Your Email Settings



Email Settings



A D V A N C E D

Creating Custom 
Workspaces, Apps, 
and Workflows



Create a Workspace

Workspace

Click to select 
the desired 
Workspace

Create a Workspace

Click to create a new 
workspace, select 
Team Members who 
will have access and 
create an apps.

Manage Workspace

Click to make edits to 
team, apps, or to 
make changes to your 
workspaces.



Create a New Workspace



Add Co-Workers to a Workspace



Create an App in Your Workspace



Create a Custom App



Browse the App Market



Building an App: Drag and Drop



Building an App: Drag and Drop/Edit



Building an App: Content Settings



Adjust/Edit Your App Settings



Create Automated Workflow and Assign Tasks



Manage Workflows in an App



Manage Workspace Settings
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