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Working in an assigned sphere

What anoperatorseesinasphere they have beenassigned, and what stays out of view.

Thisguide isthe day-to-day:inviting people, reading what comesback, and making sense of it
whensomethinglookswrong. Setting the workspace up — the spheres and their fields, the team,
the keys —isinthe Administrator guide. If youare anadministratoryoudo both; the splitisabout
thework, not about whois allowed to read whichmanual.

Everything below startsonDashboard, the screenyouland onwhenyousignin.

Your spheres are the boundary

Anadministratorassignsyouone sphere orseveral. That assignmentisnot afilterlaid overalarger
view —itisthe view. The people youworkwith, the searchbox, the statusand sphere filters, the
export:allofitisbounded by the spheresyouhold, and asphere thatisn’t yoursleavesno trace of
itself onthe screen.

Assignments change without ceremony. Gainasphere anditspeople are simply there;lose one
andtheyare gone atonce.

What yousee

The owners in your spheres. Eachrow carriestheirname and corporate address, their sphere,
how many contactsthey hold, whetherthey have atoken, whentheir detailslast changed, and
their status — Understanding grant states setsout the four. Contactsisacount and staysacount:

ittellsafilled-incard fromanempty one without showing youanything inside it. Beside the
Ownersheading, how many seatsyouare using.

The day-to-day actions. Add anowner, generate ashared invitationlink, send and resend
invitationsone at atime orseveralat once, export thellist exactly asyour filtershave it onscreen,
and archive somebody withthe bin. Invitations coversthe sending.

An activated person’s card. The paperplane at the end of arowbecomesachevrononce
somebodyisactivated, and the chevronopenstheir card. Reading.acard coverswhat isbehind it
and what openingitrecords.

Whether somebody has linked a token. The token columnsaysone thing and only one: this
personhaslinked atokento themselves. Nobody else cando the linking, and atokenthat hasnot
beenlinked appearsnowhere inthe Portal — thereisno state inwhichyouknow atokenexists but
isunclaimed.
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What your spheres ask for. Spheres inthe navigationshowsthe emergency-field template of
eachsphereyouare assignedto —the fieldspeopleinit are asked to fillin. The rulesthat governa
template, and the point at whichit stopsbeing editable, are in Spheres.

Your own account. Security, fromthe account menu: your second factorand how many
recovery codesyouhaveleft. Itisabout yoursign-inand nothing else.

Whatyoudon’t

Anything in a sphere you are not assigned to. Notinthelist,notinsearch, notinthe filters, notin
the export, notinthe seat count.

The inside of a card before the person grants access. Adding somebody createsarow with
anempty card behindit. Untilthey fillintheir own detailsand grant your company access, thereis
nothing to open—andthereisno state of the productinwhichyousee contactsnobody has
agreedto share.

A card after the grant ends. Arevokedrow keepsitsplaceinthelist andits seat, and the card
behind it closes. That isthe owner ending something onpurpose, not afault.

Field values in the export. It carrieswho youhold and the state they are in: names, addresses,
spheres, statuses, dates, whetherthereisatoken. Neverasingle field value fromanybody’scard.

Team. Adding managers, changing roles, resetting somebody’s password orsecond factor —
administratorsonly, and the sectionisnot inyour navigation.

Settings, and the Integration APl keys inside it. Administratorsonly, the same way.

A delete button. Thereisn’'t one, anywhereinthe Portal. The binarchives.
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Invitations

Sendinginvitationsone at atime orinbulk, sharedinvitationlinks, and what to do whensomebody
doesn'tanswer.

Thisguide isabout the day-to-day:inviting people, reading what comesback, making sense of it
whensomethinglookswrong. Setting the workspace up — spheresand their fields, the team, the
keys —isinthe Administrator guide.

If youare anadministrator,youdo both. The splitisabout the work, not about whoisallowed to
read whichmanual.

Everything onthispage happensonDashboard.

What aninvitationis

Youare not collecting someone’semergency contacts. Youare asking themto share some, and
they answerforthemselves.

That framing matterswhenyouwrite the message that accompaniesthe link, and it matterswhen
somebodydoesn’'treply. Nothing about aninvitationobligesthem.
Adding somebody first

Aninvitationneedsarowto sit on,and Add ownercreatesit: aname, anemailaddress, and the
spherethey belongin. Youwillonly be offered the spheresyouare assigned to.

Inaninternal sphere the addressyoutypeisthe corporate one.Itishow yourworkspace willknow
them, itiswhere theinvitationgoes, anditisthe only addressthat ever showsupinthelist orin
search. Theirownaddresscomeslaterand comesfromthem.

Inanexternal sphere thereisno corporate addressto use, so the oneyoutypeisthe person’s
own. Thatisworthpausing on:to add somebody by name here youhave to know and type an
addressthat belongsto them, whichmeansyouare holding their personal contact detailsbefore
they have agreed to anything.

&7 Tip

Forexternal spheres, preferashared link. They supply theirownaddress, youneverhandle it,
and the whole exchange startsontheirside. Add people by name only whenthereisagood
reasonthelink cannotreachthem.

Youcanfixaname —atypo, amarried name, the wrong initial — right up untilthe invitationgoes
out. Afterthatitistheirsto change, notyours.
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Adding somebody createsnothingyoucanread. |t createsarow withanempty card behind it
and aninvitationwaiting to be sent. Creating and sending are two stepsonpurpose:youcanput a
wholeintakeinplace, checkit,and thensend.

Sendingone

The paperplane at the end of somebody’srow sendstheirinvitation. They get anemailwithalink
thatisgoodforsevendays.

If the emaildoesn’t go out, theirrow staysat Not activated and youcantry again. Afailed sendis
never silent.

Youcanonlyinvite peopleinthe spheresyouare assigned to.If asphereisn’tyours,youwon’t see

it.

Resending

The same paper planeresends. Use it whenthe sevendayshave runout, whensomebody saysthe
emailneverarrived, orwhenit hasbeenlong enoughthat the first oneisburied.

Resendingissafe:itdoesn’t createasecondrecord, and it doesn’tundo anything the personhas
already filledin.

Invitingin bulk
Ticktherowsyouwant. Abarappearsabove thelist withthe count and the invite actioninit.

Whenit finishesyouare told how many went out and how many didn’t. Check that numberrather
thanassuming — abulk send that half-worked looks exactly like one that worked.

Shared invitationlinks

Sometimesthereisno list to work from: asite withcontractorscoming and going, aclinic’s
waitingroom, ashift that changesweekly.

Generate invite linkmakesalink that adds people to asphere youchoose.

* Alinkbelongsto one sphere.Everyone who opensitlandsthere.
e |tcancarryanexpiry,ornone.
* Youcanonly generatelinksinto spheresyouare assigned to.



The same panellistseverylink thatislive, withits sphere, its expiry and how many people have
joined throughit. That last numberisthe one to watch:it tellsyouwhetheraposterisworking
before anybody asks.

Eachrow copiesthelink, showsits QRcode, orrevokesit.

A sharedlinkisimpersonal, so it asksformore thananamed invitationdoes. The persongivestheir
ownemailaddress, whichbecomestheir sign-in, and — if the sphere is set up to ask — their
corporate addressaswell, whichiswhat tiesthemto yourcompany. The two cannotbe onthe
same domain: if they were, leaving the company would take their sign-inwithit.

Opening the same link twice doesnot create two people.

The QR code is the point

Alinkyoucanonly pasteinto anemailis half afeature. The QRcodeisdownloadable, so the
invitationcanlive somewhere physical:

e Tapedtothereceptiondeskof aclinic, forpatientsto fillinwhile they wait

e Somewhereinyourownoffices, foremployeesto scanasthey pass

e Atasiteentrance, forcontractorswho are onthejob foraweek

¢ Printedinto anonboarding pack, soitisdone onday oneratherthanchasedinmonththree

Thisisusually what makes the difference betweenasphere that fillsup and one that doesn’t.
People willscanacodeinfront of them;they willnot go looking throughtheirinboxfor something
theiremployersent last Thursday.

Download QR givesyoutheimage onitsown, soyoucanputitinto whateveryouare printing — a
poster, asignat the desk, apageinthe onboarding pack.

Giveit somewords. Somewhere onthe sheet youwant the name of the sphere, one line saying
what scanning it does, and who to askif something goeswrong. Abare code onawallgets
scanned by nobody: people need to know what they are agreeing to before they point acamera
atit, not after.

Revoking

Revoking takes effect straight away, anditreachesevery copy at once — the one inthe email, the
one onthe office wall,the one somebody photographed. Youdo not have to collect the posters,
onlyrememberthe link exists.

/\ Caution

Treat alivelinkthe way youwould treatanopendoor.Itisnot asecret, itisjust unattended —
revokeit whentheintake it wasmadeforisover.
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When somebody arrives both ways

If youinvited someone by name and they turnup through a shared link withthat same corporate
address, they become one person, not two. The invitationyousentisclaimed rather than
duplicated.

When nobody answers

Anunanswered invitationisthe normalstate of anew one, not aproblem.People are busy anditis
nottheirjob.

Before chasing, checktherow. Not activated and Invited mean different things, and the
differencetellsyouwhethertoresend orto go andtalkto somebody — see Understanding grant
states.

What doesn’t helpisinviting the same personrepeatedly overafew days. Thelink they already
haveisgoodforaweek, and asecond email arriving onTuesday doesnot make the first one more
persuasive.
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Working from Claude or ChatGPT

Connecting Claude or ChatGPT to Spherum by signing inasyourself, what to checkbeforeyou
allow it, what youcanask, and how to disconnect.

Youcanlookafteryouremployeelist fromthe chat youalready have open. Connect Claude or
ChatGPT to Spherumonce, signinasyourself, and thenaskinplainwords: who hasn’t answered,
invite these people, archive somebody who hasleft. The assistant worksasyou — withyourrole
andinyourspheres —and it neverseeswhatisonanyone’scard.

What you canask for

The assistant cando six things, the same onesyoudo onDashboard:

You ask What happens

“Who hasn’taccepted theirinvitation Itlists therecordsyoucansee, with theirstatusanda
yet?” linkto eachinthePortal.

“Invite Mary Major,

, , Onerecordis created and theinvitation goes out.
mary.major@example.com, Internal.

“‘Addthesetwelve people, butdon’temail Upto20recordsatatime. Nobodyis emailed unless
themyet.” you askforit.

Re-sendstosomeonewhohasn’tgranted access

“Send Mary herinvitationagain.”
yet.

Archives therecord, frees theseatand ends your
company’s accesstohiscard.

“Richard Roe hasleft. Archive him.”

Takestherecordoutofthearchive. Access does not

“Richardis back. Restore him.”
comebackbyitself: he grantsitagain.

It asks before it acts. Inviting, re-sending and archiving reachrealpeople, so the assistant
confirmswithyoufirst. Read what it proposesbefore yousay yes — especially alist.

What it cannot do, by design:read acard, revoke anyone’saccess, work withtokens, export or
print, orchange settings. Whenyouneed acard, it givesyoualinktoitinthe Portal, where youread
it asusual.
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Beforeyoustart

A Spherum account as an operator oran administrator. Yousigninwithit during connecting,
exactly asyousigninto the Portal, second factorincluded. What the assistant canseeiswhat that
account cansee.

Your Claude or ChatGPT account. Any account works: it doesnot have to use the same email
addressas Spherum, and the two are neverlinked beyond thisconnection.Inacompany plan of
Claude or ChatGPT, the workspace adminmay have to add Spherum for everyone first.

The server address. Inthe Portal, openSettings = Connected apps and press Copy next to the
address. Itisthe sameforeveryone:

https://api.spherum.ae/api/public/v1l/mcp
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Settings

Connected apps ~ Security

Connect Claude or ChatGPT by signing in as yourself. The assistant can then search
employee records, invite people, re-send invitations, and archive or restore records —
as you, in your spheres. It never sees what is on anyone's card.

Connect an assistant

Add this address as a custom connector in Claude or ChatGPT, then sign in to Spherum when it
asks.

https://api.spherum.ae/api/public/vl/mcp Copy

How fo connect your assistant

APP CONNECTED LAST USED ACTIONS

F'au]dﬁ : 3 days ago 12 minutes ago i

Codex , 12 minutes ago 2 minutes ago 0}
How connecting works

The whole flow takesabout aminute and happensonce.

1.You add Spherum in your assistant, using the serveraddress.

2.The assistant sends you to Spherum. Abrowsertab opensonthe Spherumsign-inpage.

3.You signinwithyourPortalaccount, the way youalwaysdo.

4.Spherum asks you to confirm whichapp isconnecting, to whichcompany, and aswhom.
YoupressAllow.

5.You are backin the assistant, and Spherumappearsamongitsconnectors.



No key is copied anywhere, and nothingis stored onyourcomputer.

Connecting Claude

The same stepsworkinClaudeinthe browser (claude.ai)and inthe Claude desktop app.

If your company has already added Spherumforeveryone, openCustomize -» Connectors,
press Connect next to Spherum, and go straightto step 5.

1.OpenCustomize -» Connectors and choose Add custom connector.
2.Giveitaname, forexample Spherum, and paste the serveraddress.

3.Leavethesign-inoptionsasClaude detectsthem: Sign in now under Authentication, and
Register automatically under OAuthclient.

Authentication ©

© signinnow Detected
Each vser signs in through the server's OAuth flow before they can use any
tools or resources.

Sign in when needed
Claude connects without credentials first and prompts vsers to sign in
when the server asks. Pick this for servers that offer some tools without an

account

Mo sign-in
Pick this for servers with open access, or for servers that use an APl key
instead of OAuUth,

OAuthclient ©

Use Claude’s published identity
The server reads Claude's client details from a URL Anthropic hosts (CIMD)
Mothing to set up, but the server must support it.

© Register automatically Detected
Clavde registers OAuth clients with the server as users connect (DCR)
Works with most servers, but creates many client registrations on busy
ones

Use your own OAuth client
Enter a client ID you registered with the server yourself Leave the secret

blank unless your authorization server requires one.

4.PressAdd, thenConnectnext to Spherum.

5.1f a Claude sign-in page opens first, signinwiththe same Claude account youare usingin
the app. Thisis Claude checkingitisyou,not Spherumyet.



6.The Spherumsign-inpage opens. Signin, check the confirmationpage, and press Allow.

Inanew chat, make sure Spherumis switched oninthe connectors menuof the message box, then
askyourfirst question.

Connecting ChatGPT

Where Spherumworksin ChatGPT dependsonyour ChatGPT plan.

On any plan with Codex — in the ChatGPT desktop app. Spherumisaddedasaserverfor
Codex, andyouworkwithitinCodexratherthaninanordinary chat.

1. OpenSettings - Plugins, choose Add, and pick the customMCP option.

2.Giveitaname, forexample spherum, choose Streamable HTTP, and paste the server
address. Leave the bearertokenand header fieldsempty: yousignininstead. Press Save.



Type STDIO  Streamable HTTP

URL

https://mcp.example.com/mep
Bearer token env var
MCP_BEARER_TOKEN
Headers
Key Value
+ Add header
Headers from environment variables
Key Value
+ Add variable

3.0nthe MCPs tab, press Authenticate next toit. The Spherum sign-inpage opensinyour
browser.

spherum Auto v Authenticate @ 0

4.Signin. The confirmationpage namesthe app Codexand warnsthat youwillgo backto an
app onthiscomputer. Thatisexpected whenyoustarted fromthe ChatGPT app: press
Allow.



Connect Codex

An app calling itself "Codex"” wants to act as
you in Example company.

It will be able to

= search employee records and see where
their invitations stand

* invite people and re-send invitations

» archive and restore employee records

It acts with your role, in your spheres, and
never sees what is on anyone's card. You can
disconnect it at any time in Settings =
Connected apps.

After you allow it, you'll go back to an app on
this computer. Any program on this computer
could be listening there, so only continue if
you started connecting from an app here.

Cancel

Signed in as Richard Roe (richard.roe@example.com)

Sign in as someone else

5.ApagesayingAuthentication completeopens.Closeit,andthe Authenticate buttonis
gone.

Ask yourquestionsin Codex. Anordinary ChatGPT chat doesnot see serversadded thisway, and
willsay Spherumisn’t available.

On Business, Enterprise and Edu plans — in ChatGPT chats. A ChatGPT workspace admin
addsSpherumonce;youthenpickitinachatbytyping @ and signinto Spherumwhen ChatGPT
asks. Forthe admin’ssteps, see Adding Spherumto yourcompany’s Claude or ChatGPT. Onother
plans, ChatGPT chatseitherdon’t offercustomserversorletthemonly read.
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The confirmation page

Thisisthe one page whereyoudecide, soreadit beforeyoupressAllow.

Connect Claude

Claude wants to act as you in Example
company.

It will be able to

= search employee records and see where
their invitations stand

= invite people and re-send invitations

= archive and restore employee records

It acts with your role, in your spheres, and
never sees what is on anyone's card. You can
disconnect it at any time in Settings =
Connected apps.

After you allow it, you'll go back to claude.ai.

Cancel

signed in as Mary Major Imary.major@example.com)

Sign in as someone else

The company. The name of the workspace the app willactin. If youwork formore thanone, make
sureitistherightone.

You. Atthefootofthepage:Signed in asyournameandemailaddress.|fitissomebodyelse’s
— ashared computer, anold sign-in—choose Sign in as someone else.

What it will be able to do. The sixactionsabove, and nothing else.

Where you go back. The address of the assistant you started from. When Spherum cannot
confirmthe app —itisnot Claude or ChatGPT, orit returnsto aprogramonyourcomputer —the
page sayssoinahighlighted box. Only continue if you started connecting fromthat app yourself.



Cancel sendsyoubackto the assistant withnothing connected.

A conversation, forexample

You: Who inourteamhasn’t accepted theirinvitationyet?

Assistant: Two people are stillat Invited: Mary Major (mary.major@example.com),
invitedon3 October, and John Q. Public (john.public@example.com), invited on 9
October.Eachhasalinkto theirrecordinthe Portal.

You: Send bothof themtheinvitationagain.

Assistant: I'llre-send theinvitationto Mary Majorand John Q. Public. Shalll go ahead?
You: Yes.

Assistant: Done —bothinvitationshave beensent again.

The namesand addressesabove are made up, aseverywhere inthisdocumentation.

Howlongaconnectionlasts

Up to 90 days. Afterthat, the assistant asksyouto signinto Spherumagain, second factor
included.Inbetween, it staysconnected onitsown.

It ends soonerwhenyour Spherum sessionsend: anew password, anadministratorresetting your
account, orusingarecovery code. It also endswhenyouraccount orthe workspaceisarchived.
Connect againfromthe assistant if youstillneedit.

Disconnecting

OpenSettings = Connected appsinthe Portal. Every connectionislisted withthe app, whenit
wasconnected, andwhenit waslast used. The binicondisconnectsit at once: the assistant’s next
requestisrefused.

Youradministrators see yourconnectionstoo, and candisconnectthem —foralostlaptop, for
instance. Tellthemif youno longeruse one.

Everything the assistant doesisrecorded asyou, exactly asif youhad doneitinthe Portal.
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When something goes wrong

What yousee What it means
“Spherumstaffaccounts You signedinwith a Spherumstaff account. Signin with your
cannotconnectapps” company account.

“Thisworkspaceis archived, so
no app canbeconnectedtoit”

The company’sworkspaceis closed. Nothing canbe
connectedtoit.

“Couldn’treachthe MCP server”

in Claude

Checkthe address against Settings = Connected apps. If it
matches, write to support@spherum.ae.

The assistantcan’tfind
somebodyyouknowis there

Theyareinasphereyouarenotassignedto. The assistantsees
whatyouseeinthePortal.

ChatGPTsays Spherumisn’t
availablein this chat

ltwas added for Codex. Askin Codex, or see Connecting
ChatGPT for chats.

The assistantasksyoutosignin
again

The 90 days areup, or your sessions ended. Signinagain from
the assistant.

Aninviteisrefusedbecausethe
person already exists

Arecordwiththatemailis already there, archived onesincluded.
Asktheassistantto findit,andrestore orre-sendinstead.
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Readingacard

What anactivated owner's card showsyou, what it leaves out, and what opening onerecords.

What isbehind the chevrononanactivated row, and what opening it does.

Openingacard

OnDashboard, the paperplane at the end of arow becomesachevrononce somebody is
Activated. The chevronopenstheircard. Rowsinany other state have no chevron, because there
isnothing behind themto open — Understanding grant states setsout whichstateiswhich.

Acardalso hasitsownaddress, whichiswhat anexternal systempoints at whenit hands
somebodyalinkto apersoninthe Portal.

Whatit shows

Who, and since when. Acrossthe top:the sphere the personbelongsto, the emailaddressyour
workspace knowsthem by, whenthey granted yourcompany access, and whenthey last
changed anything.

Their contacts, as they filled them in. The fields of your sphere’stemplate, under the groupsit
defines — the owner’sowndetails first, thenthe preferred contact, thenthe backup.Aphoneisa
phone and anaddress offersto openinMaps.

Fields they added themselves. Anything marked own field is something the personchose to
putonthe card beyond what your sphere asked for. Yourtemplate isthe question;it doesnot limit
the answer.

What is true right now. A cardisloaded atthe moment youopenitand neverserved froma
cache.Whatyouseeiswhat the personholdstoday, not what they entered onthe day they were
invited.

Whatitdoesn’t

Anything from before the grant. No history, no previousvalues, no record of what was
corrected.Acardisacurrent state, not afile onsomebodly.

Anything meant for another company. A personmay hold several cards, eachanswering a
different company’ssphere. Yours showsyours.
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Anything you can edit. The cardisread-only foryou,downto anobvioustypo.The person
maintainsit, whichisthe whole arrangement: if they could not change it without you, it would not
betheirs.

Contacts in bulk. Print worksfrominside one opencard, one card at atime, and that is
deliberate. Therosterexport carrieswho youhold and the state they arein — neverafield value
fromanybody’scard.

A card whose grant has ended. Arevokedrow willnot open,and what comesback saysthe
source wasrevoked. Thatisthe personhaving ended something onpurpose, notanerrorto
report.The sameistrue before they have granted: thereisnothing behind therow yet.

Printinga card

/\ Caution

Paperisthe one copy the ownercannotrevoke. The card closeswhenthe grant ends; asheet
already filed doesnot. Print whensomething needs the details off-screen, not to keep one
to hand.

Print this card producesasingle sheet carrying the contacts, yourcompany’sname, who printed
itandwhen. [tisoffered onanactivated card only.

It also createsanentryinthe compliance trail saying that acard was printed, inwhichworkspace
andwhen.The entry never carrieswhat wasonthe sheet.
What opening onerecords

Openingacardisaread, andreadsare not writtento the compliance trail. Nothingissentto the
personeither —they are not told that youlooked, and the product doesnot pretend otherwise.

Therosterexportisrecorded aswell, withthe filtersitranunder described but never quoted.



Understanding grant states

Thefourstatesarow canbeinonDashboard, what eachone meansforwhat youcanread, and
what movesapersonbetweenthem.

Every personinyourworkspace sitsinexactly one state, shownat the end of theirrow on
Dashboard. The stateisabout one thing: whetherthat personhas givenyourcompany accessto
theircontacts, and whether they stillhave.

Youneversetit.ltisderived fromwhat hashappened — aninvitationsent, aconsent given, a
consent ended — and the filterabove thelist narrows by it.

Not activated
Therow existsand theinvitationhasnot gone out.

Adding somebody andinviting them are two actions, not one, so thisiswhere everyone landsthe
moment youadd them — theinvitationwaitsuntilyousendit. Itisalso where apersonstaysif a
send fails: afailed invitationis neversilent, and the row not moving ishow youseeiit. Eitherway
thereisnothing behind the row —anempty card waiting foritsowner.

Send, or fixthe emailaddress first and thensend. Invitations coversboth.

Invited

Theinvitationhasbeendelivered, and nothing hascome backyet.

Thelinkinitisgood forsevendays. The personhasnot filled anything in, orhasnot finished, and
thereisstillnothing foryoutoread. Silence hereisananswerinitself, and resendingisthe only lever
youhave —notareasonto add somebody asecondtime.

Activated

The personfilledintheirdetailsand granted yourcompany access. Theircardisreadable, and the
Contactscolumnstopsbeingazero.

What youseeistheirsand staystheirs. They canchange anumbertonight and your card carries the
new onetomorrow;they canendyouraccessat any point without asking you. Reading acard
coverswhat isbehind the row while thislasts.

Revoked

The personended yourcompany’saccess.
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Therow staysinthelist, keepsits seat and keepsits state onshow. The card behind it closes, and
openingit saysthe source wasrevoked. Nothingisretained fromit onyourside.

Getting the details again means asking for them again. Re-invite the personand therow
returnsto Invited: they are givenaneditable card and have to grant afresh. Nothingis servedin
between, and no previousconsentisresumed.

® Note

Revokingisnot the only way here. Archiving somebody endstheirgrant too — the company
endingitsownconnection—anditisrecorded asthat, so nobodyistold theyrevoked
something they did not.

What does hot move astate
Reading a card. Opening one changesnothing and tellsthe personnothing.

Anything you do in the Portal. Youcannot mark somebody activated by hand, and thereisno
state that means “asked twice” or “declined”.

A token. Whethersomebody carriesatokenisindependent of their state here, and it stays
independent: apersonwho hasended youraccessstillhasaworking token, because atoken
answersto themandto whoeverscansit, not to yourworkspace.

Seats. Only archiving freesone. Arevoked personis stillsomebody yourworkspace holdsarow
for.



When something looks wrong

The casesthat come up most ofteninday-to-day work, what eachone actually is,and where the
line sitsbetweenfixing it yourself and asking somebody else.

Most of what lookslike afault isthe product being careful. Thispage coversthe casesthat come
up oftenenoughto beworthrecognising onsight, and thendrawsthe line at whatisnot yoursto
fix.

Commoncases

“I never got the invitation.” Resend it —the same paperplane doesboth. Thelinkisgood for
sevendays, so aweek-oldinvitationis expiredrather thanbroken, and resending costs nothing
and createsnothing: no secondrow, and nothing the personhasalready filled inisundone.

The row is still Not activated after you sent. The send did not go through. Try again, and check
the addressbeforeyoudo.

The address on the row is wrong. It cannot be edited. Aninvitationwas sent somewhere, and
quietly repointing it would meanarow whose history says one thing and whose address says
another. Add the personagainwiththeright address and archive the row that waswrong.

The name on the row is wrong. You canfixanameright up untiltheinvitationgoesout. Afterthat
itistheirs, and they change it themselves.

“l filled everything in” but the row is still Invited. Fillinginand granting are two steps, and only
the second one givesyourcompany anything. Untilthey confirm, thereisnothing behind the row
— Understanding grant stateswalks throughit.

The card won’t open. Two different thingsread almost the same onscreen. Eitherthe personhas
never granted access, orthey grantedit and have since ended it, inwhich case what comesback
saysthe source wasrevoked.

Contacts says O on an activated row. They granted accessto acard they have not filled in.

You cannot find somebody you know is there. Three usualreasons: they sitinasphereyouare
not assignedto, they have beenarchived and the Show archived toggleis off, oryouare
searching fortheirpersonaladdress. Internal sphereslist and searchthe corporate addressonly —
the person’sownaddressistheirsand neverappears.

Adding somebody is rejected as a duplicate. That addressisalready onarow, whateverthe
capitalisation. Find the existing row rather thanmaking asecond one.


https://docs.spherum.ae/guides/operator/grant-states

A shared linkis refused. It hasbeenrevoked, orit hasexpired — the panellistsevery link that is still
live.If they are joining aninternal sphere, the link also asks foracorporate address, and it cannot be
onthe same domainasthe personal one they signinwith.

Somebody can’t signin because they lost the email or phone they joined with. Youcannot
changeit forthem: how they signinbelongsto theirownaccount, not to yourworkspace.
Resending theinvitationwon’t help either — once someone hasjoined, the code goesto them,
whateveraddressistyped onthe page. If they added asecond way to signin, orare stillsignedin
somewhere, they change it themselves — Signing.inwalks themthroughit. Otherwise, point them
to support@spherum.ae.

What to escalate

To an administratorin your company. Anything about the shape of the workspace ratherthan
the day’swork: asphere youneed and are not assigned to, somebody onyourteamwho needs

adding orremoving, apassword or second factorof yoursthat needsresetting, and anything to
dowithIntegration APl keys.

To Spherum. Tokens — ordering abatch, orone that hasbeenlost. Invitations that are failing for
everybodyratherthanforone person. Anything else youare unsure aboutiswelcometoo;we
wouldratherhearit early. Support hasthe addressto write to, how quickly we come backand
whenwe are around.

Asking for a shared Slack channel. If yourteamwould rather askin Slack thanwrite anemail, we
openaSlack Connect channelbetweenyourworkspace and ours. Write to the support address
withyour Slack workspace name and the emailaddress we should send the invitationto — one
message isenough. We send a Slack Connect invitationto that address; acceptingitisdone
inside yourown Slack, and your Slack administrator may have to allow the externalconnection
first. Itisthe same people and the sameresponse timesas the mailbox, not afaster queue.

Worth a conversation rather than a ticket. Somebodywho hasnot answered yet, somebody
who endedyouraccess, contactsyoucannot see — these are the product working asit should,
and aword withthe personusually getsfurtherthananythingwe could do fromourside. If youare
not sure whichside of the line something falls on, ask us anyway.
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