iSIFT USER MANUAL

Administration

For administrators: set up the workspace, decide who can use
what and keep integrations working.

1. Admin Console
2. People and plans
3. Switch modules on or off

4. Meeting platforms
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° Admin Console

Open Admin Console. The Setup checklist lists what still needs doing, such as the
administrator password, mail sending and the video server.

isift

Meeting assistant

@ < Workspace Admin Console @ isift website % Cal 0. & Sydney -UTC+M  F [ Signout

Admin Console

Edit integration settings. Secrets are stored encrypted and shown masked,

08 Workspace
B Meetings

3 APl and Settings 2, Customers 5 Commercial 2 Operations ¢ Meeting platforms

2 o 3 Everything the app needs to start working: the setup checklist, APl keys, email and calendar, and everyday defaults.
ommbox

Setup checklist APl Keys Email and calendar Other Settings

[ chat
Setup checklist Required
%, Phone
! Administrator password
Still the built-in sample password. Set LOCAL_ADMIN_PASSWORD in the .env file, then restart
Note: " iog
] s 1 Al for minutes and briefings (Groq)
Add the Grog API key and model under Admin Console > Grog Al.
D Docs - Speech-to-text for recordings (optional)

Needs the Groq key. Recordings up to 25 MB are transcribed with Grog Whisper.

. ~ Calendar source (opticnal)
& Whiteboard Each person adds their own calendar under Connections (calendar link, CalDAV or an .ics file), or you can turn on Microsoft 365. A website
cannot read calendars on a person's computer by itself.

&5 Gonnasiions - Zoom (create Zoom meetings, fetch recordings) (opticnal)
Optional, Add the Server-to-Server OAuth app under Admin Console > Zoom,
- TURN relay for video meetings (optional)
%1 Admin Consale Strongly recommended. Without a relay, video and sound do not reach people an company networks, phone data or some home routers,
and calls get slow. Fasiest: paste a Cloudflare TURN key ID and token under Video meetings.

Optional. Meetings of 8 people or fewer use direct connections. For bigger meetings (up to your plan's fimit), paste the Cloudflare SFU App
ID and App Secret under Videa meetings so everyone sends video only once

Administrato

o Pramod Singh & - Video server for big meetings (Cloudflare SFU) (optional)

e People and plans

Under Customers: Users (add, disable or delete people), Permissions, Plans, Modules and
Mailboxes.

e isite < Workspace Admin Console (@ isittwebsite % Call 0 @ Sydney -UTC+M 3 [> signout

Meeting assistant

Admin Console

Edit integration settings. Secrets are stored encrypted and shown masked,

88 Workspace

] Meetings . . o " .
Y & APIand Settings &, Customers Commercial 2= Operations O Meeting platforms
S commbox People, what each person may use, what each plan includes, and which modules are on.
Users  Permissions Plans Modules  Mailboxes
B chat
Users
ate able L 3 5 3 4 i ey
%, Phone Create, update, disable or delete the people who can use this workspace.
B Notes Q Search by name or email
D Docs Selectall Tick users o delele several at once 1 Delete seloctod
2 " USER ROLE STATUS MEETINGS  LAST SIGN-IN ACTIONS
7 hiteboar
Pramod Singh PP Active 5 Oct 25,2026, 9:44PM 7 Ean

&2 Connections

£ Admin Console
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e Switch modules on or off

Modules lists every part of iSift, including Webinars. Untick one and it disappears from the
menu, dashboard and home page for everyone.

Good to know: Allow webinars for a single user under Users, Edit.

Meeting assistant

a isift < Workspace Admin Console (@ isift website % call 0 @ Sydney -utC+mn = signout

Admin Console

Edit integration settings. Secrets are stored encrypted and shown masked

oo

B Workspace

B Mestings & APl and Settings &, Customers 5 Commercial 2 Operations ¢ Meeting platforms

2 o b People, what each person may use, what each plan includes, and which modules are on.
ommbox

Users Permissions Plans Modules Mailboxes

B chat

What is switched off here Is off for everyone, whatever their plan. To change what one plan includes, use the Plans tab. A person's own special permission is set

under Permissions, Edit
%, Phone

Modules iz
B Notes "
Tick the parts of iSift you want to use. A madule that Is nat ticked disappears from the menu, the dashboard and the home page for everyone.

O Docs Module What it covers

Meetings Meeting list, hosting and joining video meetings, and scheduling a meeting.

#  Whiteboard = . 5 . )
Registration pages, panelists and view-only attendees, Q&A, polls, raise

(4 Webi . ; i &
@ ebinare hand, reports and reminder emails (Meetings > Webinars).

€ Connections " y
Transcripts Read and fetch what was said in a meeting.

@ A Soascis Minutes Al-written meeting minutes, reviewed by a person.
Action items Owners, due dates and status for follow-ups.

e Pramod Singh o
el Briefings The morning briefing.

o Meeting platforms

Connect Google Meet, Microsoft Teams, Zoom and the video server for big meetings. Secrets
are stored encrypted and shown masked.

<« Workspace Admin Console (@ isiftwebsite % call 0 @ Sydney -UTC+M 3 - Sign out

Admin Console

Edit integration settings. Secrets are stored encrypted and shown masked

L

E) Meetings

Workspace

% APl and Settings & Customers 5 Commercial :Z Operations ¢ Meeting platforms

2 c 3 Teams, Zoom, Google Meet and the built-in video meetings, including the TURN relay (Cloudflare) for video and sound.
ommbox

Google Meet (w3}

B chat
events appear with & Join button. Creating ne able; use the built
%, Phone
B Notes Meeting platforms ©
it a value and choose Save integration settings; changes apply immediately. Secrets are stored encrypted and only & masked preview is shown. Leave a
blank 1o kee nchanged.

D Docs .

Microsoft Teams and Microsoft 365

Reads Microsoft 365 calendars and official Teams transcripts. Also sets how Microsoft sign-in works

& Whiteboard

Microsoft tenant ID

G Connections

1t valus Datauit
8 Admin Consale
APl audience

irrent value Defauit

Page 3 of 4



iSift user manual - Administration - isift.au

Page 4 of 4



