
A Quick Guide to Admin



Nexoffice Messenger is a business 

messenger service for users registered 

by administrators who applied for the se

rvice membership. 

A temporary password will be provided 

immediately and a service guide email 

will be sent to registered users on the 

Admin page. 

The messenger service becomes 

available between users who 

completed service registration from 

the service guide email. 

Sign in at https://www.withsquare.com, 

and click “Go To Admin” in the top-right 

corner of the screen to access the 

Admin features.

https://www.withsquare.com/


You can register quickly by clicking 

“Quick Registration” in the top-left 

corner of the screen.

In the input field, enter users’ email 

addresses in the following format.

Send emails to the users by 

clicking “Invite.” 
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After sending emails to users,

you can view and manage user profiles 

by accessing “User Management” > 

“User Profile Management.”

- View users’ registration status

- Resend invitation email

- Delete users



User Management

Group Management

Base Info Check

Batch Info Mgmt.

Process overall user information by issuing user IDs immediately, 

changing user information, and reinstating retirees.

Process overall team information by registering and adjusting their 

placement in the organization tree.

View job titles and job title codes in this menu. 

Register or modify information of users or groups in bulk by 

uploading a document containing such information.
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