FastOrg Enterprise Organizational Structure Address

Book Application

Operation manual

Jinkui Xinyang (Tianjin) Technology Co., Ltd.
2025.7.9



Directory

1. FastOrg Admin Account @apPPliCatION ... 4
1.1 Fill out the @pPliCation FOIMI...............cc.ooooooo e 4
T.2 SUBMIE @ FOPMI ... 4
1.3 LOgin t0 FAastOrg AN CONTEK ......................ooooooooooeeo oo 4
2. Microsoft Entra ID INFtAlIZAtion ... 6
2.1 Log in to Microsoft Entra ID and regiSter @ N@W APP ... eeeeeoe e 6
2.2 ENer APP INFOIM@EION ... 7
2.3 After copying AppID and TenantID, click Add SECret ... 8
2.4 AAd CHENE SECI@L ....................oooooooeeeeeeeeeeeee e 8
2.5 ENter SeCret deSCHIP ION ... ... oot 9
2.6 COPY APPSECIEL ............ooo e 9
2.7 SEEREAIFECHURI ............o.....ooooooooceeeeeeee e 10
2.8 Add PEIMISSIONS FOF APP..........oioioeeceeececeeeeeeee et 14
2.9 Log in to the system management backend for configuration ... 17
3. 0rganization IMIANAGEMIENT ..o 19
3.1.0rganization Profile......................cccooooooiioooceeeeeeeeeeeeeeee e 19
3.2 EMPIOYEE IMANAGEMIENT...............ccooooiio oo e 19
3.3 DepartmMent IMTANAGEMIENT ... ... 25
4. Backend System IMANAGEIMENT .................ccc..oo...oiiioeeee et 28
AT A AAMIN ACCOUNT..........ooooieiieieiieieeieeeeeeeeeeseeesseseesssseesssseseee e 28
4.2 BT AQMUIN ACCOUNT .........oooooooooiieiieiieieiieiieieeecieeeeeseeeeseeesssssesssssessesess s 28
4.3 DElete AAMUN ACCOUNT .............ooooooiiiiiiiieiiiiiiiiiiieieseeeeeeesesessesssssesssessss s 29
4.4 S@ATCH AAMIUN ACCOUNTS..........ooooooieeeieiieiiieeeeeeeeeeeseeeseeessseseesssssesssesess e 29
4.5 Change Password and Personal INformation ... 29
5. USING FASTOIG N T@AIMS ...........coooiiioooooeee oo 31
5.1 View Organizational STrUCTUIE ... 31
5.2 S@AICI PEOPIE.............oo..oooeeeeeeeee et 31
5.3 View Employee Information and Start @ CoNVersation ... 32

5.4 Start a Group Chat with Multiple Departments and EMPIOYEES .......................ccoooooovvooiooiicoocceoeeeeeceeceeeeee e 32






1. FastOrg Admin Account application

1.1 Fill out the application form

Open the Link below and fill out the form.

https://fastorg.cn/en#apply

Overview Features Customer Stories  Free for the First Year  Request a Trial FAQ

Premier Org Structure & Directory Management Tool
One Step Away—Start Now

Your Name * Company Name *

Phone Number * Number of Employees *

--Please Select--

Work E-mail *
Request a Trial

By submitting your information, you agree to our Privacy Policy

1.2 Submit the form

After filling out the form, click “Request a Trial” to submit. After submitting, you'll see the message below. FastOrg admin account will be sent
to you via Email within 24 hours.

Overview Features Customer Stories Free for the First Year Request a Trial FAQ

Premier Org Structure & Directory Management Tool
One Step Away—Start Now

Your Name * Company Name *

Phone Number * Number of Employees *

--Please Select--

Work E-mail *

Request a Trial

By submitting your information, you agree to our Privacy Policy

Submitted successfully! We will send the FastOrg admin account to your email
within 24 hours. Thank you for your support!

1.3 Login to FastOrg Admin Center

After receiving our Email, go to the Link below and login to FastOrg Admin Center with account name and

password provided in the Email.


https://fastorg.cn/en#apply

https://app.fastorg.cn/sysadmin/

N BE English ~

Login

FastOrg Admin System

| Cr~A

Lapicha Loae

B Remember Me

After logging in successfully, you will see the FastOrg Admin System interface as shown below.

<& (G | O httpsy/app.fastorg.cn/sysadmin/ = E;,:,;I g
FastOrg Admin System
0 fz & “ FlELE s Tab~ 2 Refresh
What is FastOrg? ~ X
# Organization 3

FastOrg is an excellent enterprise organization structure and address book management tool. It
& System E helps users in Microsoft Teams to quickly find the right colleague and contact them based on
organization structure or search by name, Email, and phone number.

When you want to find a colleague in the finance department to check payroll - search by department

When you only remember the name of a colleague you worked with before and want to start a project
collaboration - search Email by name

When a new employee joins, helping them quickly understand the enterprise structure - clarify
organizational division

All can be quickly completed through FastOrg within Microsoft Teams!

FastOrg Features Introduction A X

People Search Quickly find detailed information of colleagues through quick search by name, Email,
and phone number

Organization Administrator backend one-click data sync, department add/delete/edit, adjust
sorting, visually presented on Microsoft Teams

Employee New employee onboarding, old employee departure, data one-click quick sync,
automatic add/delete

Quick Sync  Quickly sync organization employee data and employee avatar from Microsoft Entra ID,
effectively reducing administrator workload and improving efficiency

Communication One-click to email colleagues, make phone calls; quickly create Microsoft Teams
chat


https://app.fastorg.cn/sysadmin/

2. Microsoft Entra ID Initialization

2.1 Log in to Microsoft Entra ID and register a new App

Open the following URL, log in, select App registration on the left, and then click New registration in the right window

https://portal.azure.com/#blade/Microsoft AAD IAM/ActiveDirectoryMenuBlade/Overview

= Microsoft Azure 5 Search resources, services, and docs (G+/)

Home > JLREAARAFEMOEIRSEAT

e JbEREAARAXMRIBEIIELE] | App registrations  #

[ ) .
Azure Active Directory

«

© overview
B2 Preview features

# Diagnose and solve problems

Manage

& Users

ke

Groups

86 External Identities

4. Roles and administrators
& Administrative units

i Enterprise applications

L8 Devices

#° App registrations

(£} |dentity Governance

i1 application proxy

Mew registration @' Endpoints ﬁTroubIeshooting 'f_:‘ Refresh + Download [l Pre

0 Starting June 30th, 2020 we will ne longer add any new features to Azure Active Directory Authentication Li
upgraded to Microsoft Authentication Library (MSAL) and Microsoft Graph, Learn more

All applications Owned applications  Deleted applications

A start typing a display name to filter these results Application (client) |

4 applications found

Display name T

H mslagin

I MiyTeamsAppl

test
test?


https://portal.azure.com/#blade/Microsoft_AAD_IAM/ActiveDirectoryMenuBlade/Overview

2.2 Enter App information

= Microsoft Azure 2 Search resources, services, and docs (G+/)

Home > JEFREmAmHRERSEAS >

Register an application

* Name

The user-facing display name for this application (this can be changed later).

fastorg v

Supported account types

Who can use this application or access this API?

O Accounts in this organizational directory only AtEERARASMAERES{TLS] only - Single tenant)
O Accounts in any organizational directory (Any Azure AD directory - Multitenant)

@ Accounts in any organizational directory (Any Azure AD directory - Multitenant) and personal Microsoft accounts (e.q. Skype, Xbox)

O Personal Microsoft accounts only

Help me choose...

Redirect URI (optional)

We'll return the authentication response to this URI after successfully authenticating the user. Providing this now is optional and it can be
changed later, but a value is required for most authentication scenarios.

Public client/native (mobile ... ™~ | | e.q. myapp://auth v

Register an app you're working on here, Integrate gallery apps and other apps from outside your organization by adding from Enterprise applications,

By proceeding, you agree to the Microsoft Platform Policies =




2.3 After copying AppID and TenantID, click Add Secret

Ray.Lee@surepo.com 2

iR SRR

Microsoft Azure £ Search resources, services, and docs (G+/)

Home > ALRERERAXBABREEAS >
X = fastorg =

R'j Got feedback?

B Search (Ctrl+/) | « [E Delete B Endpoints [l Preview features

i# overview

w ~ Essentials
and Azure AD Graph. We will continue to provide &4 Quickstart
ded to Microsoft Authentication Library (MSAL) Display name Client credentials
. . .
# Integration assistant fastarg , Add a certificate or secret
Application (client) 1D Appl D Redirect URIs
Manage bbaeb21d-f7a5-473d-bdgs-27ddbefescdo Add a Redirect URI
= Branding Object ID Application ID URI
+ 5 51f173ea-d187-4bd7-a2da-87fb25fced2 Add an Application ID URI
X Add filters 2) Authentication ] o
i Directory (tenant) 1D TenantlD Managed application in local
Certificates & secrets 243c4176-dc0f-4ead-a943-d39a5a593404 fastorg
. . Supported account types
{ll Token configuration --npr\j ft ?p
Created on T, Certificates & secrets All MICrosort account users
< AP| permissions
e 774{2021 © current @ Expose an AP 0 Welcome to the new and improved App registrations, Locking to learn how it's changed from App registrations (Leg
a.. 6/21/2021 A\ Expiring soon .
YL App roles
3. 12/13/2021 - . © starting June 30th, 2020 we will no longer add any new features to Azure Active Directory Authentication Library (AD
ad Owners provide technical support and security updates but we will ne longer provide feature updates, Applications will need
1., Bf22/2021 @ current o Library (MSAL) and Microsoft Graph. Learn more
al. Roles and administrators |
Preview
W8 Manifest iy Starting Movember Sth, 2020 end users will no lenger be able to grant consent to newly registered multitenant apps v

werify publisher
Support + Troubleshooting

2 Troubleshaoting Get Started Documentation

E Mew support request

Build your application with the Microsoft ider

The Microsoft identity platform is an authentication service, open-source libraries

2.4 Add Client Secret

Microsoft Azure £ Search resources, services, and docs [(G+/)

Home > fastorg

fastorg | Certificates & secrets =

2 Search (Cirl+/) ‘ « A7 Got feedback?

B overview i . . L . . L . .
Credentials enable confidential applications to identify themselves to the authentication service when receiving tokens at a web addressable loc

&3 Quickstart scheme). For a higher level of assurance, we recommend using a certificate (instead of a client secret) as a credential.
#" Integration assistant
Manage o Application registration certificates, secrets and federated credentials can be found in the tabs below,

= EBranding

_:)) Authentication Certificates (0) Client secrets (0) Federated credentials (0)

Certificates & secrets A secret string that the application uses to prove its identity when requesting a token. Also can be referred to as application password,

[I! Token configuration
Mew client secret

=+ APl permissions
Description Expires Value Secret ID
& Expose an API

B App roles Mo client secrets have been created for this application.

42 Owners

4. Roles and administrators |
Preview

il Manifest

Support + Troubleshooting

Z2 Troubleshooting

2 New support request



2.5 Enter Secret description

Ray.Lee@surepa.com &

Microsoft Azure & Search resources, services, and docs [(G+/)
g fome > fastorg Add a client secret X
fastorg | Certificates & secrets =
[ Description | FastOrg |
o o ?
| & Search (Ctrl+/) | « FAr Got feedback? Expires | 4 monthe - |
i overview : N o N
i Credentials enable confidential applications to identify themselves to tt
& Quickstart scheme). For a higher level of assurance, we recommend using a certif

’ . .
# Integration assistant

Manage o Application registration certificates, secrets and federated credentials ¢

&= Branding

3 Authentication Certificates (0) Client secrets (0) Federated credentials (0)
Certificates & secrets A secret string that the application uses to prove its identity when rec

{ll Token configuration

1 T~ Mew client secret
-2 APl permissions

Description Expires
@ Expose an API

#L App roles Mo client secrets have been created for this application.

48 Owners

P

4. Roles and administrators |
Preview

Bl Manifest

Support + Troubleshooting

ﬂ Troubleshooting

3‘ Mew support request

) Add Cancel

2.6 Copy AppSecret



Home » fastorg

fastorg | Certificates & secrets =

R Search (Ctrl+/) ‘ “ 8 Got feedback?

B Overview

& Quickstart @ Got acecond to give us some feedback? —*

#" Integration assistant
Credentials enable confidential applications to identify themselves to the authentication service when receiving tokens at a web addressable location {using a
Manage scheme). For a higher level of assurance, we recommend using a certificate (instead of a client secret) as a credential.

= Branding

_:)) Authentication o Application registration certificates, secrets and federated credentials can be found in the tabs below.

Certificates & secrets
(1] - -
ill Token configuration Certificates (0) Client secrets (1)  Federated credentials (0)
- AP| permissions . . o . . _—
P A secret string that the application uses to prove its identity when requesting a token. Also can be referred to as application password.
& Expose an API

P = Mew client secret

¥. App roles Copy AppSECFEt

L Owners Description Expires Value Secret ID

4. Roles and administrators | FastOrg 12/13/2023 uaD7Q~R58rTSECk3zEVWIZDLORSK K |.. [y |8a8d3952-78af-4615-b3bc-e0662e86e
Preview

B manifest

Support + Troubleshooting
ﬁ Troubleshooting

& MNew support request

2.7 Set RedirectURI

1. Click Add a Redirect URI



Microsoft Azure £ Search resources, services, and docs (G+/)

Home >

i fastorg »

£ Search (Ctrl+/) ‘ 24 i Delete @ Endpoints  [25] Preview features

2 overview

“ Essentials

& Quickstart
Display name Client credentials

il Integration assistant fastorg 0 certificate, 1 secret
Application (client) 1D Redirect URIs

Manage bbaeb21d-f7a5-473d-bdg6-27ddbcfescd0 Add a Redirect UR

&= EBranding Obiject ID Application ID URI
531f173ea-d187-4bd7-a2d58-87fb25f8ced2 Add an Application ID URI

3 authentication _ o )
Directory (tenant) ID Managed application in local directory

Certificates & secrets 243c4176-dc0f-4ea%-a943-d39a5a593404 fastarg

Supported account types

:|' Token configuration K .
All Microsoft account users

-2 APl permissions

& Expose an API o Welcome to the new and improved App registrations. Locking to learn how it's changed from App registrations (Legacy)? Learn more

FL App roles

o Starting June 30th, 2020 we will no longer add any new features to Azure Active Directory Authentication Library (ADAL) and Azure AD Graph.
provide technical support and security updates but we will no longer provide feature updates. Applications will need to be upgraded to Micro
Library (MSAL) and Microsoft Graph. Learn more

48 Owners

4. Roles and administrators |
Preview

Manifest A Starting Movernber 9th, 2020 end users will no lenger be able to grant consent to newly registered rultitenant apps without verified publisher
verify publisher

Support + Troubleshooting

ﬂ Troubleshooting Get Started Documentation

2 New support request

Build your application with the Microsoft identity platfor

2 click Add a platform



Home > fastorg

) fastorg | Authentication

| L2 Search (Ctrl+/) |

B Overview
&4 Quickstart

- . -
# Integration assistant

Manage

&= Branding

-:1) Authentication
Certificates & secrets

Il Token configuration

-2 AP permissions

& Expose an API

i App roles

d8 Owners

4., Roles and administrators |
Preview

Bl manifest

Support + Troubleshooting

ﬁ Troubleshooting

& New support request

4.choose Web

Home > fastorg

L3 E| Save X Discard P'? Got feedback?

Platform configurations

Depending on the platform or device this application is targeting, additional configuration may be required such as

redirect URIs, specific authentication settings, or fields specific to the platform.

Add a platform

Supported account types

Who can use this application or access this API?

o Accounts in any organizational directory (Any Azure AD directory - Multitenant) and personal Microsoft

accounts (e.g. Skype, Xbox)

All users with a work or school, or personal Microsoft account can use your application or API. This includes

Office 365 subscribers,

A T change the supported accounts for an existing registration, use the manifest editor. Take care, as certain

properties may cause errors for personal accounts. Learn more about these restrictions.

Fiy Starting Mowvember 9th, 2020 end users will no lenger be able to grant consent to newly registered multitenant apps

without verified publishers. Add MPM ID to verify publisher

Advanced settings
Live SDK support ©

Allow direct integration with the Microsoft account service (login.live.corm).
Required far integration with Microsoft account SDKs such as Xbox or Bing Ads

Configure platforms

3 fastorg | Authentication =

|/'“3 search (Ctrl+/) | «

i overview
&4 Quickstart

#" Integration assistant

Manage

= Branding

-3 Authentication
Certificates & secrets
Token configuration
-2 AP| permissions

& Expose an AP

#. App roles

&8 Owners

4. Roles and administrators |
Preview

I Manifest

Support + Troubleshooting
Z2 Troubleshooting

3, New support request

5. Input: https://fastorg.cn and save

Web applications
E| save X Discard ,Q,'_*] Got feedback?

o ©
Platform configurations

Build, host, and deploy a web server
Depending an the platform or device this application is targeting, a application. .MET, Java, Python

redirect URIs, specific authentication settings, or fields specific to the p

Add a platform

Mobile and desktop applications
Supported account types

. o ) o i05 [ macOS
Who can use this application or access this API?

. ., . A Ohbjective-C, Swift, Xamarin
o Accounts in any organizational directory (Any Azure AD direci

accounts (e.g. Skype, Xbox)

All users with a work or school, or personal Microsoft account car
Office 385 subscribers,

EI Mobile and desktop
A\ To change the supported accounts for an existing registration, use the applications
properties may cause errors for personal accounts. Learn more about: Windows, UWP, Console, 10T &

Limited-entry Devices, Classic i05 +
Android

Fiy Starting Novernber Sth, 2020 end users will no longer be able to grant,
without verified publishers. Add MPN ID to verify publisher
Advanced settings
Live SDK support @

Allow direct integration with the Microsoft account service (loginlive.cc
Reauired for intearation with Microsoft account SDKs such as ¥how ar

‘a . ™
- N )
" o

Single-page application

Configure browser client applications
and progressive web applications,
Javascript,

‘. Android

Java, Kotlin, Xamarin


https://fastorg.cn/

Home > RZ3REH (F52) EBlEHIR2S] | App registrations > fastorg C
o) fastorg | Authentication =

{4
|):' Search | o« & Got feedback?
il
B Overview
i ) Th
& Quickstart Platform configurations A
res
#" Integration assistant Depending on the platform or device this application is targeting, additional configuration may be required such it
redirect URIs, specific authentication settings, or fields specific to the platform.
7% Diagnose and solve problems E
v Manage -+ Add a platform

E= Branding & properties

3) Authentication Web
Redirect URIs

Certificates & secrets

The URls we will accept as destinations when returning authentication responses (tokens) after successfully authent
URI you send in the request to the login server should match one listed here. Also referred to as reply URLs. Learn
restrictions '

{I! Token configuration

-2~ API permissions

& Expose an AP A This app_has implicit grant settings enabled. If you are using_any of these URIs in a SPA with MSALjs 2.0, you should mig
53 App roles https://fastorg.dynamics365.cn/Auth/End

& Owiners Add URI

& PRoles and administrators

Bl manifest



2.8 Add permissions for App

1. Click APl Permissions on the left, and click Add a permission on the right

Microsoft Azure

Home > fastorg

L zearch resources, services, and docs (G+/)

= fastorg | APl permissions =

E

Search (Ctrl+/)

B
L)

#

Ovverview
Cluickstart

Integration assistant

Manage

=
2

Branding
Authentication
Certificates & secrets

Token configuratian

APl permissions

B B E DO

Expase an AP

L App roles

Ohwners

Roles and administrators |
Preview

hanifest

Support + Troubleshooting

£

i1}
s

Troubleshooting

Mew support request

3. Select Microsoft Graph

() Refresh A7 Got feedback?

Ak Starting Movember Sth, 2020 end users will no lenger be able to grant consent to newly registered multitenant apps without verified publishers. Add MPM I
publisher

ﬂ The “Adrmin consent required” column shows the default value for an organizetion, Howewer, user consent can be customized per permission, user, or app. |
may not reflect the value in your organization, or in organizations where this app will be used, Learn more

Configured permissions

Applications are authorized to call APIs when they are gramted permissions by users/admins as part of the consent pracess. The list of configured p
include all the permissions the application needs. Learn more abaut permissions and consent

-+ Add a permission |~ Grant admin consent for JbRERRMAXBIOERETLE

APl / Permissions name Type Description Admin consent req...  Status
~ Microsoft Graph (1}

User.Read Delegated  Sign im and read user profile Mo

To view and manage permissions and user consent, try Enterprize applications,



Microsoft Azure

2 Search resources, services, and docs (G+/)

Home > fastorg

- fastorg | APl permissions  »

A2 Search (Crl+)

‘ & O Refresh F{j G

B Overview
& Quickstart

- - -
# Integration assistant

Manage

& Branding

—:>) Authentication
Certificates & secrets

Il Token configuration

-2+ AP| permissions

& Expose an API

iL App roles

8 Owners

4. Roles and administrators |
Preview

Bl Manifest

Support + Troubleshooting

ﬁ' Troubleshooting

E Mew support request

A Starting November
publisher

ﬂ The "Admin consel
may not reflect the

Configured permissi

Applications are authori
include all the permissio

Add a permission
APl / Permissions nar

“ Microsoft Graph (1)

User.Read

To view and manage pe

Microsoft APls

Request API permissions

Select an API

Commonly used Microsoft APls

APls my organization uses

My APls

Microsoft Graph

single endpoint.

Take advantage of the tremendous amount of data in Office 365, Enterprise Mobility + Security, and Windows 10,
Access Azure AD, Excel, Intune, Qutlook/Exchange, Onelrive, OneMote, SharePoint, Planner, and more through a

m Azure Communication Services

Rich communication experiences with
the same secure CPaas platform used
by Microsoft Teams

I_& Azure Service Management

Prograrnmatic access to much of the
functicnality available through
the Azure portal

3 Dynamics 365 Business Central

Prograrnmatic access to data and
functicnality in Dynarics 365 Business
Central

4. In Select Enter "users.read.all" under permissions to search, then select User.Read.All in the results,
then click Add permissions

r:J Azure DevOps

Integrate with Azure DevOps and Azure
DevOps server

[ ]
== Azure Storage

Secure, massively scalable object and
data lake storage for unstructured and
serni-structured data

b Dynamics CRM

Access the capabilities of CRM business
software and ERP systems

™} Azure Rights Management
Services

Allow validated users to read and write
protected content

Data Export Service for

Microsoft Dynamics 365
Export data from Microsoft Dynamics
CRM organization to an external
destination

p Dynamics ERP

Prograrrmatic access to Dynamics ERP
data




Microsoft Azure 2 Search resources, services, and docs (G+/)

Home > fastorg

Request APl permissions
- fastorg | APl permissions =

€ All APIS

|/O Search (Ctrl+/) | @ (D Refresh & @ Microsoft Graph
https://graph.microsoft.com/ Docs

B overview A\ Youare editing per  What type of permissions does your application require?

&4 Quickstart
Delegated permissions Application permissions
o Integration assistant Your application needs to access the APl as the signed-in user. Your application runs as a background servi
A starting N | signed-in user.
arting Movember
Manage publisher
= Branding Select permissions

-3 Authentication

© e Admin conse S user.read.all

may not reflect the

Certificates & secrets Permission Admin cons
Token configuration
Configured permissi > IdentityRiskyUser

<= APl permissions o |
Applications are authori

@ Expose an AP include all the permissio N User (1)
“4 App roles Add a permission . User.Read.all (&

~ Yes
48 Owners Read all users' full profiles

API / Permissions nar

4. Roles and administrators |
Preview ~ Microsoft Graph (1)

Manifest User.Read

Support + Troubleshooting

To view and manage pe
22 Troubleshooting

ﬂ Mew support request

Add permissions




5. Then click "Grant admin consent for your organization name"

Microsoft Azure

£ Search resources, services, and docs [(G+/)

Home > fastorg

A Search (Ctri+/)

|<<

B Overview
& Quickstart

#" Integration assistant

Manage

&= Eranding

—:«") Authentication
Certificates & secrets

iI! Token configuration

-2+ API permissions

& FExpose an AP

fL App roles

J& Owners

4. Roles and administrators |
Preview

Bl manifest

Support + Troubleshooting
&2 Troubleshooting

& New support request

=) fastorg | APl permissions =

O Refresh P? Got feedback?

A vouare editing permission(s) to your application, users will have to consent even if they've already done so previously.

A Starting November %th, 2020 end users will no longer be able to grant consent to newly registered multitenant apps without verifie

publisher

o The "Admin consent required” column shows the default value for an organization. However, user consent can be customized per
may not reflect the value in your organization, or in organizations where this app will be used. Learn more

Configured permissions

Applications are authorized to call APIs when they are granted permissions by users/admins as part of the consent process.

include all the permissigns the gpplication needs, Learn maore about permissions and cons

mit

Add a permission] ~ Grant admin consent for dbRERRAEMOERETLAS

API / Permissions name Type Description
“ Microsoft Graph (2)
Uszer.Read Delegated  Sign in and read user profile

User.Read.All Application  Read all users' full profiles

To view and manage permissions and user consent, try Enterprise applications.

2.9 Log in to the system management backend for configuration

Admin conseni

Mo

Yes

> Log in to the FastOrg Admin Center with your account and configure the copied information to the system. The login address

is: https://app.fastorg.cn/sysadmin/



https://app.fastorg.cn/sysadmin/

FastOrg Admin System 2% Full Screen

fastorg@163.com Y Home Page Organization Info Tab= o Refresl
Jinkui
Organization Jinkui
o Marne
# Organization S
L Email = test1@163.com
Organization Info
Employee Phone Mumber
Department .
Indirect 222
Employees
& System ¢
Direct 223
Employees
Total Employees 444
Tenant ID 6836a1df-5e8b-4940-9151-F10179a4fb48
App ID b52e4187-a37c-41b1-9c68-3209ecddc645
App Secret Fal__ L o
Save




3. Organization Management
3.1 Organization Profile

Edit company-related information.

FastOrg FAEBRE

=m = R
' admin@163.com « - HAEE [NEECe s = hillz
. Jinkui
SoEE Jinkui
# HNEE ~
Email = test1@163.com
HOEE
aTem BERiE
B AR 222
HRER
EEAR 222
o BRElR <
e AR 444
Tenant ID 6836a1df-5e8b-4940-0f51-F10179a4fb48
App ID b52e4187-237c-41b1-9c68-32092cdde645
App Secret mm | L

3.2 Employee Management

3.2.1 Search Employees

Search for employees using keywords.

FastOrg Admin System = % Fullscreen ) [IEENTIRA @ Fastorg Admin
"\"‘“ib « | Homeioge [EEE b~
| ]

# Organization

Organization Structure 7 v &

Keporss: enie oeparment [ 25m oviores

Organization Info

Employee

+Add | 8| =
Department
O Name Employee Code Department Title Email
© System

O enise 11000070 Finance Department Trainer denis

O Denise 11000070 Marketing Department (Global) denis

wing records 1 1o 2 of total 2 records

- M
[5 8 Purchasing Department

g Department (Glol

3.2.2 Sync Employee Information

When account details are updated in the Microsoft 365 admin center, click Sync Employees to synchronize employee data

from Microsoft Entra ID.

You can also click Sync Avatar to update employee avatars from Microsoft Teams.



¥ Full Screen

fastorg@163.com ¥ HomePage  Employee Tab~ CRe
Jinkui

Organization Structure (v ©
Keywords: Search by name, employee D, Email, or phone numk  Department:
# Organization &
- Unassigned
Organization Info [£) & Contoso
(=) B Finance Department
Employee - Administrative Department
e T LN
Deparkment ] 8 Contoso [South)
o MIWCNC 7tk 0 Mame P Title Email
@ System < [ L)
B Purchasing Department O yife yifiei. guo@ijinkuixy.com
W EEEAS
pEEEan O yaoyao B yaoyao@jinkuiy.com
- ERED o 0 x - agjinkuivy.com
- AhERE
- R O xisowei - sisowei@jinkuibry.com
O users userd@jinkuixy.com
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3.2.3 Add Employee

Click the Add button at the top of the page.
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In the pop-up window, fill in the employee’s information (* indicates required fields).
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3.2.4 Edit Employee Information

Select an employee and click the Edit button at the top of the page.
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In the pop-up window, update the employee’s details.
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You can set the employee’s Permission Level and Privacy Level here. Both have three tiers. Users can only view content if

their permission level is equal to or higher than the privacy level of the information.

For example, if Employee A's privacy level is High, a user with Intermediate permission will not be able to view sensitive
details such as their phone number.

* The newly synchronized employees and those who were not assigned a department during creation are placed under the
“Unassigned” node in the organizational tree. These employees will not be displayed on the Teams frontend until a
department is specified.

3.2.5 Delete Employee

Select the employee you want to remove, then click the Delete button.
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3.2.6 Quick Management via FastOrg

On the Employee page, click the FastOrg button to perform the following actions:

(1) Quickly change an employee’s department

Simply drag and drop the employee’s name into the target department to update their department assignment or adjust

their order.
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(2) Reorder Departments

Drag and drop to adjust the order of departments.
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(3) Quickly Add a New Department



Click the plus icon next to the department name.
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In the pop-up window, enter the name of the new department and click OK to add it.
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(4) Quickly Rename a Department
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Click the edit icon next to the department name.
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Enter the new department name in the input field to complete the update.
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(5) Quickly Remove an Employee from a Department

Click the delete icon next to the employee’s name to remove them from the department.
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(6) Quickly Delete an Empty Department

For departments with no employees, click the delete icon next to the department name to remove it.
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3.2.7 Important Note
* The newly synchronized employees and those who were not assigned a department during creation are placed under the
“Unassigned” node in the organizational tree. These employees will not be displayed on the Teams frontend until a

department is specified.

3.3 Department Management

3.3.1 Search Departments

Enter department name keywords to search for related departments.
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3.3.2 Add Department

Click the Add button on the Department page.
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In the pop-up window, enter the new department information, including department name (*required), department head,

department code, and display order for frontend.
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3.3.3 Edit Department Information

On the Department page, select the department you want to edit and click the Edit button.
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In the pop-up window, update the department information.
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3.3.4 Delete Department

On the Department page, select the department you want to delete and click the Delete button.
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4. Backend System Management
4.1 Add Admin Account

On the Account page, click the Add button.
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In the pop-up window, enter the login email, password, status, and other information.
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Select the account and click the Edit button.
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In the pop-up window, edit the admin account information.
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4.3 Delete Admin Account

Select the account and click the Delete button.
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4.4 Search Admin Accounts

Search admin accounts by login email or account status.
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4.5 Change Password and Personal Information
Click your avatar in the upper-right corner to enter the personal center, where you can update your account information and

password.
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5. Using FastOrg in Teams
5.1 View Organizational Structure

Launch the FastOrg app in Teams. The interface automatically positions the view to the user’s own location. Peer

departments are displayed horizontally, and HR distribution data is shown at the top of the screen.
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Clicking a department or manager card will automatically expand its sub-department and display the number of direct

reports and the total headcount.
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5.2 Search People

Search for people in the organizational structure using keywords such as name, email, phone number, or department.
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After clicking a person in the search results, the interface will automatically navigate to their department and display their

profile card.
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5.3 View Employee Information and Start a Conversation

Click an employee’s avatar to open their profile card. From there, you can start a Teams chat, send an email, or make a phone

call (calling is only supported on mobile devices).
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5.4 Start a Group Chat with Multiple Departments and Employees

Click the Group Chat button, select multiple departments and employees, then click Start.
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