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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 

 
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. 

 

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/ 

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

 

  

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 

 

  

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


2.2 Enter App information 

 

 

  



2.3 After copying AppID and TenantID, click Add Secret 
 

 

2.4 Add Client Secret 

 

  



2.5 Enter Secret description 

 

2.6 Copy AppSecret  
 



 

2.7 Set RedirectURI 
1. Click Add a Redirect URI 



 

2 click Add a platform 



 

4.choose Web 

 
 

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

https://fastorg.cn/


 

  



 

2.8 Add permissions for App 
1. Click API Permissions on the left, and click Add a permission on the right 

 
3. Select Microsoft Graph 



 

 

 

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

then click Add permissions 



 

  



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

 

2.9 Log in to the system management backend for configuration 

➢ 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/


 
 

  



 

3. Organization Management 

3.1 Organization Profile 

Edit company-related information. 

 

 

 

3.2 Employee Management 

3.2.1 Search Employees 

Search for employees using keywords. 

 

 

 

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. 

 



 

 

3.2.3 Add Employee 

Click the Add button at the top of the page. 

 

 

 

In the pop-up window, fill in the employee’s information (* indicates required fields). 

 

 

 

3.2.4 Edit Employee Information 

Select an employee and click the Edit button at the top of the page. 

 



 

 

In the pop-up window, update the employee’s details. 

 

 

 

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. 

 



 

 

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. 

 

 

 

(2) Reorder Departments 

Drag and drop to adjust the order of departments. 

 

 

 

(3) Quickly Add a New Department 



Click the plus icon next to the department name. 

 

 

 

In the pop-up window, enter the name of the new department and click OK to add it. 

 

 

 

 

 

(4) Quickly Rename a Department 

Click the edit icon next to the department name. 

 



 

 

Enter the new department name in the input field to complete the update. 

 

 

 

(5) Quickly Remove an Employee from a Department 

Click the delete icon next to the employee’s name to remove them from the department. 

 

 

 

(6) Quickly Delete an Empty Department 

For departments with no employees, click the delete icon next to the department name to remove it. 

 



 

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. 

 

 

 

3.3.2 Add Department 

Click the Add button on the Department page. 

 

 

 



In the pop-up window, enter the new department information, including department name (*required), department head, 

department code, and display order for frontend. 

 

 

 

3.3.3 Edit Department Information 

On the Department page, select the department you want to edit and click the Edit button. 

 

 

 

In the pop-up window, update the department information. 

 

 

 

3.3.4 Delete Department 

On the Department page, select the department you want to delete and click the Delete button.  

 



 

 

  



4. Backend System Management 

4.1 Add Admin Account 

On the Account page, click the Add button. 

 

 

 

In the pop-up window, enter the login email, password, status, and other information. 

 

 

 

4.2 Edit Admin Account 

Select the account and click the Edit button.  

 

 

 

In the pop-up window, edit the admin account information.  

 



 

 

4.3 Delete Admin Account 

Select the account and click the Delete button. 

 

 

 

4.4 Search Admin Accounts 

Search admin accounts by login email or account status. 

 

 

 

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. 

 



 

 

  



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. 

 

 

 

Clicking a department or manager card will automatically expand its sub-department and display the number of direct 

reports and the total headcount. 

 

 

 

 

 

5.2 Search People 

Search for people in the organizational structure using keywords such as name, email, phone number, or department. 

 



 

 

After clicking a person in the search results, the interface will automatically navigate to their department and display their 

profile card. 

 

 

 

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). 

 

 

 

5.4 Start a Group Chat with Multiple Departments and Employees 

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

 



 

 

 


