
WeCom SetUp
Supporting Team Collaboration and Management



WeCom Setup Overview

• Added internal employees
• Created internal groups
• Added external contacts
• Created external groups
• Configured employee clock-in
• Document Sharing Function Setup



Adding Internal Employees

• Completed the creation of 
internal employee accounts.

• 31 internal staff on the 
Internal list.



Adding Internal Employees

• provided document guide on 
how to add more inernal 
employees.



Internal Groups

• there are 31 internal staff in 
the groups



Internal Groups

• provided document guide on 
how to add more inernal 
groups.



Internal Groups

• there are 31 internal staff in 
the groups



Adding External Contacts

• provided document  guide on 
how to add more external 
contacts and create more 
external groups



Adding External Contacts

• set up external contacts access
• external contacts can’t join the 

internal group.
• If External contacts want to 

view the internal doucuments, 
they need admin manager give 
them access.



Configuring Employee clock-in

• Set rules for 
clocking in, location，
time etc.



Document Sharing
Function Setup

• Configured shared document 
functionality and enabled 
sharing to internal employees



Adding External Contacts

• Configured handover 
function for departing 
employees

• After a member leaves, 
his clients and client 
groups can be assigned 
to others



The above is the progress on my side, I'm happy to share the 
progress with you synchronization, if there are any questions, 
feel free to communicate!

Thank you!


