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STEP 1

Create Your Account

Projects keep drawings, tasks, media, discussions, and people together.

Q Go to the sign-up page

Open app.wallxy.com/signup.

Enter your details

Add your email and a password,
or tap Continue with Google.

Accept the terms

Review and accept the Terms of
Service & Privacy Policy.

Add a referral code

Optional — skip it if you don't
have one.

Click Sign Up

We'll email you a 6-digit verification code.

YOU'RE DONE WHEN
0 The project dashboard is open.
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Create Workspace

Create your Wallxy account to upload designs and

showcase your architecture projects.

Email address

F4 Use your professional email

Password

&y Secure your account with a stro ng passw &

Confirm password

E TIIII1 L L))

~ Have a referral code?

By creating your workspace you agree to our Terms and

Privacy Policy.

Or continue with
) M . .
7 Signinwith Google

Already have a Wallxy account? Sign in

WALLXY



Onboarding on Wallxy

Tell us about yourself — Wallxy uses this to personalize your
dashboard and connect you with the right people.

Q Enter your name

Add your First Name and Last Name (profile
picture is optional).

0 Select your Role

Choose your professional category — e.g. Design &
Planning, Engineering & Consulting.

° Select your Designation & Gender

Pick your specific title under that role,
then your gender.

Add your address

Search and select your city from the suggestions.

Verify your phone numbe
Completes onboarding and opens your dashboard.

Click Submit

Completes onboarding and opens your dashboard.

YOU'RE DONE WHEN
0 The project dashboard is open.
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I-______________________________I

Personal Details
rohancaveswallxy@gmail.com

Tell us about vourself to personalize your experience

Add profle picture

First Mame "~ Last Mame ~
John Doe
Role * Designation ”
Select role W Select designation
Gender ”
Selectyour gender W

Select Address ®

Mashik, Maharashtra
Phone Number ©
Enter mobile number

WALLXY
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N | |
Role (Category) Designations (Sub-roles) g
| Personal Details |

rohancaveswallbxy@gmail.com

Architectural Designer, Interior
Design & Planning Designer, Urban Planner, Landscape
Architect, Project Planner, Architect,

I Tell us about yourself to personalize your experience I

MEP Consultant - Mechanical,
Engineering & Consulting Structural Engineer, Legal

Consultant, Sustainability, Vastu / I O I
Civil Contractor, Project Contractor, | Flrg_mm Lait_mm |
Construction & Execution Site Supervisor, PMC - Project o
Management Consultant, QC - | e Designation |
Manufacturer, Product Supplier, Select role ¢ Select designation
Product & Materials Showroom, Material Consultant, ? |
Brand, Vendor, Dealership e cender
I Select your gender - I
Homeowner, Developer, Real Estate ' 4
Clients & Project Owners Agent, Private Project Owner, Real ’ Select Address
Estate Promoter, Broker ’ I I
3D Visualizer, BIM Modeler, Conten/ | Proenumser |
Visual Media & Content Creation Creator, Graphic Designer, |
Professional Photographer, | FrermanE numeer |
Freelancers & Independent Freglance Archite.c.t, Independent 3D
Professionals Artist, Solo Practitioner (Any Role), | o |
Freelance Interior Designer, | '
- -

Student - Architecture, Intern,
Students & Emerging Talent Trainee, Recent Graduate, Student -
Civil, Student - Interior Design




STEP 3

WALLXY

How To Create Company Click On Create Company Button

Y WALLXY lih Explore # Al Studio 88 Quickdesk ® Blogs B My Space

Design & Planning

© B Rohan'sDashboard

Rohan Bh... PERSONAL WORKSPACE
Good Afternoon, Welcome to Wall .y
@ @ Ackvity tb Start your productivity streak today!
Gallery
08 overview »
B Create Project ., AsienTeam Add Drawings WhatsApp Updates
Appointments S Profile ] Setq.c}-curﬁrstpmjm‘t : M | Invite amrﬂr:f:nizemr 5 % U[.;Ln.ad.:d sI:nd ; D G;gf;:ime updates on
workspace: team members architech, L) =App
H (13

o= [ Notiheation Click on the “Create

o —

e - Company” button to set up
0 your organization and start

&

£ Billing
Naotes . °
managing projects, teams,
2 wallet
PERSONAL CARD COMPANY CARD EREEPE tasks, and workflows
% setting * Active efficiently.
£ Credits 10/10
|E| B Storage (GB) 0712
Rohan Bhﬂve (9 Projects 0/3
Design & Planning
= Create Your Company
Cl:::t:ct B rohanbhoyel234@gmail.com Build your company profile to manage &% Tool Usage (Daily) 0/2
Tz RohanBhoye projects and collaborate with your team,

FREE PLAN
®  Samarth Nagar, Makhmalabad, Nashik, Maharashtra, India
g-t Unlock prafessional tools with Go plan.

- h( fi | code: ROHAMNS9F&1511
Invite + Create Company (/] ourr_e er_ra c_ : )
Upgrade to Go Share it with friends to earn wallet credits! -
e [ e >
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Create Your Company

Projects keep drawings, tasks, media, discussions, and people together.

G Click Create Company to begin your setup. i e
___ SetwProgress Company Details
e Enter your company hame, company type, e -
team size, and basic company details. & 5
Tell us about your company
a Add your company description, contact . o — e
details, phone number, email, and address.
& -
° Upload your company logo and complete Coomrrotaiommanets

the required information.

° Upload your company logo and complete R .

the required information.

° Click Continue to Projects to move to the -
next step.

YOU'RE DONE WHEN
0 The project dashboard is open.

Wallxy Guide



QUICK GUIDE

Understand the project roles

Roles decide what each person can see or change.

WALLXY

a Admin: manages the project, people, and permissions.

Contributor: uploads or updates permitted project information.

Viewer: sees selected information but cannot edit it.

Project Owner: monitors the project and approves milestones.

Associate Company: an external firm added to the project with access
limited to their scope of work.

Moderator: helps run the project — invites members and assigns
tasks, without access to remove people or change roles.

Company Partner : holds the same full authority as Admin (manages
team, departments, role assignments)

Team Lead: a Moderator who can also create new projects, but can't
remove people or change roles

Wallxy Guide



STEP 5

Create a new project

Start with the important information. You can add more details later.

Enter the project name.

Click Save & Next.

YOU'RE DONE WHEN

Your new project appears in the Projects list.
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Select the category and project status.

Add the location and budget if available.

Choose a moderator or project admin.

M

b

—

Pillar & 5...

(D

Projects

&

Catalog

i
=

Tasks

o
i

Team

Enguiry

(o))
—n

Contact

Oy

Irivite

WALLXY

My Projects

[[@ 1 Projects

o £ Architecture

&3 Interior &P Landscape

All \ All

A Projects Activity
Timeline & updates

B8 Quickdeszk

J;Et Construction

i Plotting Layout

S5im2

_ B 118, New Lahore Colomy Main Rd,
| opposite post office, near SDM...

institutional

© Blogs

the WALLXY Way

Create your digital project workspace
in just

(D 3-5 minutes.

Everything can be edited anytime.

(9 Project Details

# Project Name ~

My Project

Use a clear, unique name to identify your project easily.

& Project Type ~
Select Type
Choose the primary type of your project.
@ Project City ~
Mashil, Maharashtra
Add the location to help your team stay aligned.
7 Project Budget
Choose budget
Helps in better planning and resource allocation.

2. Project Moderator (Optional)

M Filar & Stone

2 Collzborative
(= On-Time

=) On-Point

(4 Project Category ~

Select Category

Choose the categary that best fits vour project

(%) Project Status

Upcoming

Set the current status of your project.

Yy

) ContactUs (3} Help Center

O

o)
M

%

""" Kundan Patil
W7 architectural Designer

EVED LIS ¥Ou 20 L0 aeiel

better projects.

Organized
Keep all project infoin
one place

Collaborative
Work together with
your team seamlessly.

On-Time
Track progress and
meet deadlines.

On-Paint
Stay accurate with
smarter waorkflows.

Built for Architects.
Loved by
Professionals.

Jain thousands of architects who
trust Wallxy for project success.

-, Secure. Reliable. Built for your
T sLo0ess.

MNeed help setting this

ﬂ up?

We're here for youw




STEP 6

WALLXY

Add and check drawings
Use clear categories so the team can find the correct drawing quickly.
' Police station PRI £
G Open the DraW|ngS tab [0 commercial 25 Owner: NotAdded Yet + B - ' "
Nashik Maharashir Not Added 1% + saaritil
e Choose Plans, Elevations, Sections, Structural, or MEP.
|l/- ;&; Drawings ) 7= Tasks I3 Discussion A2 Activity 4 Media 92 Collaborators [ Documents
a Upload the PDF drawing.
Building S Assigntome
° Give access to the required team members. ¢ @ Conceptual 1 Elevations 1 [ Plans Q Detais & Fumitore [ interiors  f§ Stuctural 4 Electrical >
A ;E.f:.::bf;:c;:;d e & DownloadAll &) Soft File Locker
° Check approval status before site use.
Sections > Detail-1 : f Sections
[3) Detail-1 ©)
& ! poload PDF

YOU'RE DONE WHEN
° The drawing name, version, uploader, and status are visible.

Wallxy Guide



STEP 7

WALLXY

Check project activity

Activity shows who changed something and when it happened.

% WALLXY [l Explore B8 Quickdesk © Blogs g Pillar & Stone B] B w7 '.2:::. “tffﬂn_?i‘g::'ﬂ
71 My Projects (O] o Y
G Open the ACth'ty tab. . /B Drawings = Tasks IC) Discussion ‘ A7 Activity 4 Media 98 Collaborators [ Documents
Pillar &5... (D 1 Projects © 1 Active Nem—t
PROJECT STATUS
(D ~2  Project Completion Status + Create Progress Stages
e Read the newest updates first rosss @) @ archectre 1 Consrucion No Active Stages Confgured Ve
@ &3 Interior #» Landscape & Plotting Layout
Catalog PROJECT TIMELINE
All v oAl s AlCites ~ 38 . I © | visitie ©  Proges: B i
Project Activity ‘
H H H 5 Timeline f ks, drawi dia, di i ject dt - — -
imeline for tasks, drawings, media, discussions, project access and team P - ) N
Use Search or Filter to find a person, date, or item. Tasis I projects Activity drawins Pl
Timeline & updates changes.
=3
m
Team » Drawing Tasks Discussion Media Document D) 3= Filter
Sim 2
ﬂm @ 118, New Lahore Coloty Main Rd,
« . . . . @ | opposite post office, near SDM...
Open an activity item for more information. o et G . Detaed Tielie e | [ sk Overview -
16 items on this page Live status, deadlines and requests.
ey
£ ProjectUpdated  Self & OVERALL PROGRESS
0% @
Kundan Patil changed project name from "dsadasd"” to "Sim 2"
in "Sim 2 > Proj more i
0 of 2 tasks approved
lg}" Imago - 15/09/2026, 131846
Contact Status Breakdown 2 total
g Pending 0
'qu. [ DrawingUploaded  Seif Lo
Irvite Kundan Patil uploaded a new drawing for "Sim 2 > Drawing = Submitted o
Details > Default more
[ Create Walbcy Project

YOU'RE DONE WHEN
° You can identify the latest update and who made it.

Wallxy Guide




Add project media

Use Media for design images, site photographs, videos, and progress updates.

Open the Media tab.

Choose Visual for renders or Site for actual photographs.

Click Upload and select images or videos.

Add a title, category, and short description.

Click Complete Upload.

YOU'RE DONE WHEN

Wallxy Guide

Your media appears in the correct category.
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¥

dn

—

Pillar & 5...

(0

Projects

&
Catalog
—

o —

Tasks

(%))
i

Team

®

Enquiry

o)
L]

Contact

S

Irite

WALLXY I Explore B2 Quickdesk
My Projects 'O} 18]
[@ 1 Projects (® 1 Active

o £ Architecture £} Construction

£3 Interior &% Landscape & Plotting Layout

All v Al AllCities ~ 28

v Projects Activity
Timeline & updates

Sim 2

) & 118, Mew Lahore Colony Main Rd,
| apposite post office, near SDM....

institutional angoing

 Blogs ! Pillar & Stone =

f
#B% Drawings ¥= Tasks IE) Discussion A7 Activity |

Project Media

Visual Assets & Collections

BB AL @& VISUAL3D [5] ACTUAL SITE [ comsTRUCTION 11 INSPIRATI

B2 AN Media 0 All Tags @} Publish Project

= VISUAL

MEDIAS

Upload Videos
HALL

SOME MEDIA IDEA

B w QO -4,

B Media
L —

~ Kundan Patil
W7 Architectursl Desligner

92 Collaborators [ Documents

[0 Comments

All Days 34 All Media %" Filter

SEPTEMBER 2026
@ TODAY
MEDIAS
3 Photos « Teamn Member
e
g L4
( b
& VISUAL 3D HALL

I N B B B D S
=

¥ Add Media Collection
:
Viusal 30 Actual S AddProg
B Vil
Files®
(2] »




STEP 9

Share selected media publicly

Publish only approved images that are ready for public viewing.
G Select the media group you want to publish.

Choose only approved images or videos.

Review the number of selected items.

Click Update Explore.

YOU'RE DONE WHEN

Wallxy Guide

Only your selected media appears on Wallxy Explore.

&3
Catalog

o=

Tasks

(=)}
m

Tearn

Enduiry

o3
—

Contact

Oy

Irvite:

@ Publish Project to Wallxy Explore

[ IMAGES 3130

0= VIDEOS 0F8

-

»¢

S - - JE RN
f

o g Architecture

&) Interior & Landscape

g-: Construction

& Plotting Layout

Al ! All

~ Projects Activity
Timadine & updates

Al Citles 53

@ 118, Mew Lahore Colory Main Rd,
oppasite post office. near SDM...

ongoing

Sim 2
B

institutional

WALLXY
M Fitar & Stone E B wr 0 : 'E'.:  KundanPatl
o# Architectural Deslgner
\ . |
L Dr‘”‘"k s LIl =T ~A Activity Ed Media 98 Collaborators [J Documents
[}
\

Rroject Media

Visual Assets & Collections

86 ALL 3 VISUAL 3D

B8 All Media > Al Tags

mvisual - NMIEDIAS

() ACTUAL SITE

v

& Publish Project

Upload Videos
HALL

SOME MEDIA IDEA

All Days i Al Media

SEPTEMBER 2026

TODAY  Sept
MEDIAS

3 Photos « Tearn Meml

Ph
GsGs™

@ WISUAL 3D

[ Comments

" Filter

ber

HALL




STEP 10

Start a project discussion

WALLXY

Keep project decisions together instead of losing them in separate chats. ——————————————=
x
I New Thread
i Title T
| Y VALLXY i Explore 88 Quickdesk & Blogs I . . o™ El' ?  pren {ell-_uar‘r:ll_'-ezl‘ne'
. . Give this thread a name... P NS 2
G Open the Discussion tab. P
. My Projects @ O _ Select Participants " ] \\
'
piua;s__ (D 1 Projects @ 1 Active JI \ 1. \‘
. . . : \
e Click New Thread or New Discussion. Aomme | Cancel ' [ Documeny
@ L v
e o £ Architecture ({5 Construction Wallxy Discussions - @
. . . . £3 Interior = Landscape & Plotting Layout
e erte a Clear tltle, SUCh aS KItChen draWIng approval. C@ d Search Wallbxy conversations_.
atalog
All All All Cities g8
v= m TASKS THREADS =) DECISIONS
] ] Tacke ijmSAcﬁvrty RFIS = REQUIREMENTS B MNOTES & ISSUES
Select the people who should join. Timeine & updates
fgl}'i @ DRAWING
Toam Details » Default
Sim 2
. . N B oo
Write the first message and create the discussion. o Rty Walbxy Discussions onweb e
onceptual > Eni
Select a conversation from the list to view
messages and collaborate with your team.
[#5 Create New Thread
A
Contact
O
YOU'RE DONE WHEN Ivite
° The discussion is visible to the selected participants.

Wallxy Guide 10



STEP 11

Add collaborators

Invite the people who will actively work on the project.

G Open Collaborators.

Click Add or Invite Member.

Search by email or mobile number.

Choose Admin, Contributor, or Viewer access.

Turn on WhatsApp alerts only when required.

YOU'RE DONE WHEN

The person's name and correct role appear in Collaborators.

Wallxy Guide

WALLXY

| T

db

PFillar & 5...

(D

Projects

&
Catalog
—

- —

Tasks

[#)]
i

Team

@

Enguiry

(o]
—n
Contact

o
~

Irwite

WALLXY [y Explore 88 Quickdesk
My Projects © O
[[@ 1 Projects © 1 Active
o £ Architecture £ Construction

£ Interior &P Landscape & Plotting Layout

All ~ All

A Projects Activity
Timeline & updates

Sim2

) & 118, New Lahore Colony Main Rd,
L oppasite post office, near SDM_.

institutional ongoing

All Cities 2=

A Kundan Patil
E 107 QA {!J Architectural Deslgner

© Blogs M Fillar & Stone E

B Drawings = Tasks I Discussion AA Activity B4 Media 89 collaborators [0 Documents

PROJECT ACCESS

Project Collaboration

Manage teams, associate companies, project owners, and external access.

Q1 Workspace (@) Associate Companies

Q

2+ Project Owners 2 Viewers

o Project Members
1 member

2 Add Wallxy Member

Diaily Progress

Tazk Management
+ @ Updates & Site Logs

Full Media =
Create & Edit Tasks !

Updoad Photos/\ideos

P Kundan Patil

i :. g sayliwalbhy@gmail.com
ADMIN

WhatsApp access

11




STEP 12

Add a project owner

Use Project Owner access for a client or main stakeholder who needs oversight.

Open Project Owners.

Click Invite Owner.

Search by email or mobile number.

Review access before sending the invitation.

Enable WhatsApp updates if required.

YOU'RE DONE WHEN

The invited owner appears in the owners list.

Wallxy Guide

b

b

—

Pillar & 5...

(D

Projects

&3

Catzlog

o —
o —

Tasks

[*)]
m

Team

®

Enquiry

o)
—n
Cantact

=]
~

| rivite

WALLX' I Explore B8 Quickdes
My Projects @ O
[F0 1 Projects ® 1 Active

o £ Architecture

&3 Interior &3 Landscape

{E{ Construction

&S Plotting Layout

All ~ All

v Projects Activity
Timeline & updates

Sim2
® 118, New Lahore Coloty Main Rd,
Al oppasite post office, near SDM....

institutional ongoing

AllCities ~ B8

G-

—ﬁ-—————“

|
|
|
L

0, Invite Owner

Add stakeholders for full oversight.

name@example.com

Cancel ‘:

»¢

* WALLXY
]
- © \
I,@ . o % Ta o, ndanpel
\ i Architectural Deslgne

4
|
5l acces
\-,

—_

Connected Project Owners

Full cwnership & approval access

@ Approval Access

nfirm Milest

Mo accepted project owners yet

Find Project Owners
Search by ema

m  Reports &Biling

Budget & Timeline

or mobile number to connect project stakeholders,

!
!
’

N\
\

\
\

2+ Project Owners 2 Viewers ‘ A

2+ Invite Project Owner

E‘:’J Owner Rights
High-level Control

(i} A conrection is required before you can add someone as a Project Owner. Search for them, click Connect, and once they accept your request you'll be able to

click Add as Project Owner.

Search Wallxy by email or mobile number

12




STEP 13

Invite a viewer or guest

Viewer access is best for someone who needs information but should not edit it.

G Open Viewers.

Click Invite Viewer.

Send the invitation.

YOU'RE DONE WHEN
° The viewer is active and sees only selected modules.

Wallxy Guide

N I I I I —
S+ Invite a Viewer

Enter the viewer's name and email. They'll receive an invite to
accept or decline — access starts only once they accept.

Full Mame *

[ e.g. Rajan Mehta ]

Enter the person's name and email.

Choose exactly which modules they may see.

PROJECT ACCESS

Project Collaboration

Manage teams, associate companies, project owners, and external access.

Q Workspace 2 Project Team (@ Associate Companies

Invite External Viewers

Grant read-only access to clients, vendors, or external stakeholders.

2+ Project Owners 2 Viewers

WALLXY

Email Address *

e.g. rajani@example.com
Signup Role

No role - normal viewer invite v

Use this for a plain project viewer invite without onboarding role prefill

Cancel

]

2 Invite Viewer

EX

e’

' Sejal Khatale
) ) Team
khatalesejal@gmail.com

M Kaustubh Chaphekar

= o Connection
kaustubh.wallxy@gmail.com

f".“. Shreya Deshmukh Wallxy

shreyadeshmukh07171@gmail.com

Vinayak Nikam
‘ Y ) . Wallxy
arwvinayaknikam@gmail.com

M Sneha Thorat
= ‘Wallxy
snehathorat1203@gmail.com

4™ Kundan Patil
,‘,. o N _— N Wallxy

<] Add

<] Add

< Add

< Add

<] Add

F

< Add




STEP 14

Organize project documents

Folders make contracts, reports, approvals, and reference files easier to find.

Open Documents.

YOU'RE DONE WHEN
0 The file is in the correct folder with the right access.

Wallxy Guide

Create a folder with a clear name.

Open the folder and click Upload Files.

Select who can view or download the folder.

Use Search or filters to find files later.

WALLXY
L& & ___§o ___§ &8 _§ __§ _§B _§ ]|
r _X1
© Document Access
B Select project members who can upload, edit and delete
Doclment updates.
@ Rohan Bhoye  aomin
PROJECT DOCUMENTS
Documents it der Limit Reach
0 Sejal Khatale MODERATOR
Manage, organize, and store project files, and documents. -
A A
-
|
/A Go plan limit reached: You can create a maximum of 10 folders. Please upgrade to Pro for more. CANCEL " [} ¢ Upgrade to Pro
LA \
- \
| L '
All Files [}
W All Files B AN Days O Manage Access
All Folders Bills & Invoices Contracts Client Documents Payments & Receipts Material Specs Permits & Approvals TL MNewest - =
TUESDAY, 25 AUGUST 2026
FOLDER FOLDER FOLDER FOLDER FOLDER
Bills & Invoices . Contracts Client Documents . Payments 8 Receipts Material Specs
FOLDER FOLDER FOLDER FOLDER
Permits & Approvals : Estimates & Quotations Vendor ‘ Magangement
14




OTHER WALLXY FEATURES

Feature

What it does

Tasks (project tab)

Assign tasks, set due dates, track
status within a project

Feature

What it does

Showcase your company's

Subscription & Billing

View/upgrade plan (Free / Go /
Pro), billing history

Wallet

Referral credits & balance

Affiliate program

Earn by referring Wallxy

Catalog . .
products/services/portfolio
Team Manage your company's internal
members & workspace roles
Enquiry Inbox for Feads submitted via
your public Explore/company
Contact Your network of connections on

Wallxy

Settings

Edit profile/company details
after onboarding

Invite (company-level)

Invite people to join your
company workspace

Personal Tools

Gallery, Appointments, To-Do,
Notes (individual accounts)

Explore

Public directory to discover
people, companies, and

QuickDesk File Sharing

W-Transfer & W-Link — quick file
transfer and shareable gallery

Generate Board

Printable project sheet with
scannable QR codes, from a

Convertors

PDF->DXF, AutoCAD file
converters

WhatsApp group linking

Link a WhatsApp group to a
project for site issue reporting

Calculators & Estimators

Construction/design calculation
tools

Notifications

Central notification feed

Blogs

Wallxy's content/blog hub

Al Studio

Text-to-Image, Room Transformer, Al Moodboard
(confirm it's publicly live before adding)

\J

WALLXY



Your first-project checklist

Tick each item after completing it in Wallxy.

Wallxy Guide

Project created and saved

Required drawings uploaded

Media added to the correct category

Discussion created for important communication

Collaborators added with correct roles

Owner or viewer invited if required

Documents organized into folders

Need help?

Contact the Wallxy team if a button
or permission is not visible in your
account.

contactus@wallxy.com

www.wallxy.com

\Y

WALLXY
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	WALLXY USER GUIDE
	Simple steps for first-time Wallxy users
	CREATE  •  ORGANIZE  •  COLLABORATE
	STEP 1


	Create Your Account
	Projects keep drawings, tasks, media, discussions, and people together.
	Go to the sign-up page
	Open app.wallxy.com/signup.

	Enter your details
	Add your email and a password, or tap Continue with Google.

	Accept the terms
	Review and accept the Terms of Service & Privacy Policy.

	Add a referral code
	Optional — skip it if you don't have one.

	Click Sign Up
	We'll email you a 6-digit verification code.
	YOU'RE DONE WHEN
	The project dashboard is open.

	STEP 2


	Onboarding on Wallxy
	Tell us about yourself — Wallxy uses this to personalize your
	dashboard and connect you with the right people.
	Enter your name
	Add your First Name and Last Name (profile picture is optional).

	Select your Role
	Choose your professional category — e.g. Design & Planning, Engineering & Consulting.

	Select your Designation & Gender
	Pick your specific title under that role, then your gender.

	Add your address
	Search and select your city from the suggestions.

	Verify your phone numbe
	Completes onboarding and opens your dashboard.

	Click Submit
	Completes onboarding and opens your dashboard.
	YOU'RE DONE WHEN
	The project dashboard is open.



	STEP 2-A
	STEP 3

	How To Create Company
	Click On Create Company Button
	Click on the “Create Company” button to set up your organization and start managing projects, teams, tasks, and workflows efficiently.
	STEP 4


	Create Your Company
	Projects keep drawings, tasks, media, discussions, and people together.
	Click Create Company to begin your setup.
	Enter your company name, company type, team size, and basic company details.
	Add your company description, contact details, phone number, email, and address.
	Upload your company logo and complete the required information.
	Upload your company logo and complete the required information.
	Click Continue to Projects to move to the next step.
	OK
	YOU'RE DONE WHEN
	The project dashboard is open.
	QUICK GUIDE


	Understand the project roles
	Roles decide what each person can see or change.
	Admin: manages the project, people, and permissions.
	Contributor: uploads or updates permitted project information.
	Viewer: sees selected information but cannot edit it.
	Project Owner: monitors the project and approves milestones.
	Associate Company: an external firm added to the project with access limited to their scope of work.
	Moderator: helps run the project — invites members and assigns tasks, without access to remove people or change roles.
	Company Partner : holds the same full authority as Admin (manages team, departments, role assignments)
	Team Lead: a Moderator who can also create new projects, but can't remove people or change roles
	Wallxy Guide

	STEP 5


	Create a new project
	Start with the important information. You can add more details later.
	Enter the project name.
	Select the category and project status.
	Add the location and budget if available.
	Choose a moderator or project admin.
	Click Save & Next.
	OK
	YOU'RE DONE WHEN
	Your new project appears in the Projects list.
	STEP 6


	Add and check drawings
	Use clear categories so the team can find the correct drawing quickly.
	Open the Drawings tab.
	Choose Plans, Elevations, Sections, Structural, or MEP.
	Upload the PDF drawing.
	Give access to the required team members.
	Check approval status before site use.
	OK
	YOU'RE DONE WHEN
	The drawing name, version, uploader, and status are visible.
	STEP 7


	Check project activity
	Activity shows who changed something and when it happened.
	Open the Activity tab.
	Read the newest updates first.
	Use Search or Filter to find a person, date, or item.
	Open an activity item for more information.
	OK
	YOU'RE DONE WHEN
	You can identify the latest update and who made it.
	STEP 8


	Add project media
	Use Media for design images, site photographs, videos, and progress updates.
	Open the Media tab.
	Choose Visual for renders or Site for actual photographs.
	Click Upload and select images or videos.
	Add a title, category, and short description.
	Click Complete Upload.
	OK
	YOU'RE DONE WHEN
	Your media appears in the correct category.
	STEP 9


	Share selected media publicly
	Publish only approved images that are ready for public viewing.
	Select the media group you want to publish.
	Choose only approved images or videos.
	Review the number of selected items.
	Click Update Explore.
	OK
	YOU'RE DONE WHEN
	Only your selected media appears on Wallxy Explore.
	STEP 10


	Start a project discussion
	Keep project decisions together instead of losing them in separate chats.
	Open the Discussion tab.
	Click New Thread or New Discussion.
	Write a clear title, such as Kitchen drawing approval.
	Select the people who should join.
	Write the first message and create the discussion.
	OK
	YOU'RE DONE WHEN
	The discussion is visible to the selected participants.
	STEP 11


	Add collaborators
	Invite the people who will actively work on the project.
	Open Collaborators.
	Click Add or Invite Member.
	Search by email or mobile number.
	Choose Admin, Contributor, or Viewer access.
	Turn on WhatsApp alerts only when required.
	OK
	YOU'RE DONE WHEN
	The person's name and correct role appear in Collaborators.
	STEP 12


	Add a project owner
	Use Project Owner access for a client or main stakeholder who needs oversight.
	Open Project Owners.
	Click Invite Owner.
	Search by email or mobile number.
	Review access before sending the invitation.
	Enable WhatsApp updates if required.
	OK
	YOU'RE DONE WHEN
	The invited owner appears in the owners list.
	STEP 13


	Invite a viewer or guest
	Viewer access is best for someone who needs information but should not edit it.
	Open Viewers.
	Click Invite Viewer.
	Enter the person's name and email.
	Choose exactly which modules they may see.
	Send the invitation.
	OK
	YOU'RE DONE WHEN
	The viewer is active and sees only selected modules.
	STEP 14


	Organize project documents
	Folders make contracts, reports, approvals, and reference files easier to find.
	Open Documents.
	Create a folder with a clear name.
	Open the folder and click Upload Files.
	Select who can view or download the folder.
	Use Search or filters to find files later.
	OK
	YOU'RE DONE WHEN
	The file is in the correct folder with the right access.

	OTHER WALLXY FEATURES
	FINISH


	Your first-project checklist
	Tick each item after completing it in Wallxy.
	Project created and saved
	Required drawings uploaded
	Media added to the correct category
	Discussion created for important communication
	Collaborators added with correct roles
	Owner or viewer invited if required
	Documents organized into folders
	Need help?
	Contact the Wallxy team if a button or permission is not visible in your account.
	contactus@wallxy.com
	www.wallxy.com
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