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GETTING STARTED

The app window

i  Viato

MENU, TOP

The Solo / company switcher. Solo is your
personal and work stuff on this PC. If you are in
a team, choose the company here. More in

"Works".

RECORDING — ON EVERY SCREEN

Under the switcher: “Work"” and “Personal” —
a short voice note, “Call / meeting” — a long
recording of the microphone and the
computer’s sound. Top right: the recorder icon
(sync) and the “Plan for today” button.

Anna B

MENU ON THE LEFT

Every section of the app: the main ones,

"o ", u

, “Team”; “Processing” and
“Settings” at the bottom. Red and orange

“Documents

numbers show unread chat messages and
requests to join the team. “Chat” and "Team”
appear when you are in a company.

While something is being processed, an indicator spins at the top right — click it to open "Processing’”. Interface languages: English, German,

Russian, Chinese (Settings — “Language”).



GETTING STARTED

Recording a voice note

Press “Work"” or “Personal” in the menu on the left (or the wave on Home) and speak. “Stop” ends it.

The “What is this recording?” window opens: type (note, task, list, email, reminder...), project and deadline. Any
field can be skipped — Viato then takes it from the recording.

[ /]

“Save” or “Skip all”. "Delete the recording” if you recorded by mistake.

A few seconds later the recording is transcribed and becomes a task, a note, list items, a reminder or an email
draft.

Your choice in the window beats anything said in the recording. Next comes a voice command at the start, then the Al's
guess.

Work / Personal is the context of the recording. Notes, lists and reminders are always personal: they are
shown in Solo and in every company but never go to the company server.

6179 ¢ QO @ -

What is this recording?

Skip any field and it will be taken from the recording.

v From the recording Note

Task for the team Email

Several tasks

To-do list

Project

No project

Deadline

Solo

Shopping list

v From the recording Today

In a week Pick a date

In 3 days

Skip all

Delete the recording

Task for me

Reminder

Viato

Tomorrow

Save




GETTING STARTED

Voice commands and deadlines

Say a command at the start of a recording and the type is set without
Al. Commands work in English, German, Russian and Chinese.

(no command) a note or the Al's guess
“Task for me ...” a task

“Task for the team ..."” a team task

“List of tasks ..."”, “Tasks for tomorrow ..." several tasks
“To-do list ...” items in a to-do list
“Shopping list ...” items in a shopping list

into the "Cottage” list (created if

“Sh ing list for th tt e
opping list for the cottage s

“Remind me tomorrow at 9 ...” a reminder at an exact time

“Email ..." an email draft

“Call recording ...” call minutes

Deadlines

n o nu " o n noul " o n

“Today”, “tomorrow”, “by Friday”, “in a week”, “by 15 November” —
dates are calculated by the app from a dictionary, not by the Al, so
they are exact. Reminder times are understood without a preposition

" nu

too: “11.00", “10 in the morning”, “7 pm".

Project

" onu

Name the project in words or by its code (“about the lamp”, “project
LAMP") — Viato finds it. The Al also takes the project’s goal and
essence into account (see “The project page”).

The command itself (“task for me”) is not included in the task title or text.



SECTIONS

Home

Wednesday, October 21

o Good evening, Anna
Everything important on one screen.
e The “Write or dictate a note...” line: the text
becomes a task, note, to-do or shopping item at Work Personal  Taskforme v Noproject v No deadiine v @
once; the wave on the right records your voice.

e Plan for today and tasks by deadline — the box Plan for today Tasks Al tasks
Closes a taSk. overdue: 3 - today: 1-in progress: 1- to buy: 6 & Renew the domain studio-north.com 1710.2026
Overdue & Send the client a commercial proposal 1810.2026
e Your lists of Shopping and to-dos — tick items rlg ht & Renew the domain studio-north.com s sime 1710. Call accounting about invoices 1910.2026

Collect portfolio case studies 2110.2026

& Send the client a commercial proposal e cRM 18.10.2(

here; drag lists up or down.

Call accounting about invoices 19.10.20
9 Export the client base from Excel

e Everything fits the window: a long plan or list scrolls T & Schematic and board layout
Collect portfolio case studies e sITE
inside its own block.

Home page mock-up

e ® marks an important task; it always comes first.
i Groceries sHoppiNG i Office Tto-po




SECTIONS

Recordings

All voice notes, calls and uploaded files with their
transcripts.

e Search in transcripts — find where something was
said.

e “Process again” — redo it with another model; the
linked task is updated, not duplicated. The previous
result is kept in versions.

e “Change type” — for example, turn a note into a
task.

e "“Upload a file” — audio or video from the
computer.

e Tick recordings — “Delete selected”. Tasks and lists
made from them stay.

Recordings

Q

2026-10-2110:58 (WORK) NOTE  (Al)

Recording date note

STT: WHISPER_LOCAL/WHISPER-1 CLASSIFY: LLAMA_LOCAL/LOCAL

2026-10-2111:10
Shopping list

Shopping list: milk, apples, coffee beans, AA batteries.

SHOPPING LIST (voice command) DONE

2026-10-2110:40 NOTE

Idea: motion-sensor night light

(voice command) e LAMP DONE

Idea for the lamp: turn on a soft light when someone walks past at night.

DONE

[
S

S

G Process again

Process again

Process again

Upload a file

3% Change type >

Change type

Change type

Audio deleted

Audio deleted

W

i

W




SECTIONS

By deadline By status

Overdue

¢ Renew the domain studio-
north.com

e SITE 17.10.2026

& Send the client a
commercial proposal

¢ CRM 18.10.2026

VIEW

“By deadline” — columns from "Overdue” to
“No deadline”. "By status” — “To do”, “In

non

progress”, “Done”. Cards can be dragged with

the mouse.

All

Today

Collect portfolio case studies
® SITE IN PROGRESS 21.10.2026

MAYA

FILTERS

progress.

Work Personal All  Mine

Tomorrow

Export the client base from
Excel

* CRM 22.10.2026

Project, Work / Personal, Mine / Team and
search by title. A card shows the project code,
status, deadline, type, assignee and checklist

Team

This week

¢ Schematic and board
layout

e LAMP IN PROGRESS 25.10.2026

ELECTRONICS LEO B2/4

Home page mock-up
e SITE 25.10.2026 MAYA

RIGHT-CLICK

+ New task

Later

Texts for the
¢ SITE 27.10.2

Order boards
* LAMP 29.10

OLIVIA

Quick actions: close, start, reopen, mark as
important, open, share, file for Claude / Codex,
delete. Clicking a card opens the task card.



SECTIONS

The task card

Edit task

Title
" "

e Title, description, status, project, type ("Design”, “Purchasing” — for filters Schematic and board layout
and the project overview). Description

e Start and deadline — for the board and the Gantt chart. Repeat: daily, on
weekdays, weekly, monthly, yearly — the next copy is created when the task is

Status Project Type
Closed' In progress LAMP — Smart lamp for a X Electronics
e Work / Personal, & Important, “Depends on” — tasks that must be done Start Deadiine o Repeat
first. 1610.2026 2510.2026 (=1) 2 Does not repeat
o Checklist — steps inside the task. Result — a note about the work and links to D rersonal N — ¢ Important
files or websites.
Depends on
e “Split into subtasks” and “Plan / checklist” — the Al suggests options, you Agree the spec with the client X

check them before anything is created. Checkiist

e Recordings — where the task came from: you can listen to the exact part of
the conversation.

Routing

DRC check




SECTIONS

Projects

e “New project”: a code (Latin letters and digits, up to
12 characters — used to recognise the project in
speech and on the recorder) and a name.

e “Start from a template” — add tasks from a saved
template at once; deadlines are counted from the start
date.

e The list shows how many open tasks each project has.

e Archive finished projects — they can be brought back.

New project

Code

Latin letters and digits, up to 12 (used on the recorder)

Personal

Cancel




SECTIONS

The project page

< Back

LAMP  Smart lamp for a client

e Goal and essence of the project — the Al takes them into o — e (AT raremaameel) (ahramme)) (Tt pete

account when it reads the project’s recordings, calls and texts.
Project overview  oNTRACK

e Overview: how much is done, what is overdue, next deadlines, Goal and essence of the project
LLER ings, calls and texts of this proj with it in mind.
prog (ESS by tas k type —I nSta ntly, WlthOUt Al . Voice-controlled desk lamp prototype for our client. The sample must be shown in mid-November.
e Al status — "Analyse”: the project’s stage, on track or behind, R ——
. Once a y, when the page is opened; uses the Al (cloud models too, lowed).
what matters most now. Can run automatically once a day. A ‘ .
Tasks By type (done / all) Overdue and next deadlines
10of 6 done - 2 in progress - 3 to do Electronics: 0/2 25.10.2026 @ Schematic and board layout
Y Export: Open or Selected tasks to Markd own the pla n to Excel 0 overdue - 1 due within 7 days Firmware: 0/1 29.10.2026 Order boards and components
0 ! atest deadline: Management: 1/2 02.11.2026 Firmware: voice commands
a file for Al agents (Claude, Codex) with the transcripts. Purchasing: /1 12112026 St e s e e e
e “Import from Excel” — a work schedule with a preview; “Save Al status S
as template", "ArChive", . Delete". Requirements are agreed, the board is almost routed and the firmware is in progress. About 10 days of slack before the client demo on 20 November, if the components
arrive on time.

Most important now
¢ Finish board routing by 25 Oct
« Order components right after that
« Get the housing colour from the client




SECTIONS

Gantt chart and task list

All (6) Mine (4) Team/others (2) Alltypes (6) Electronics (2) Firmware (1) Management (2) Purchasing (1)

Board Gantt chart Tasks (6)

Days Weeks Months ° Hide tasks that ended before today Rows c@l)

October November December

04 Nov -10 - / 02 Dec - 08
Schematic and board layout
Firmware: voice commands

Order boards and components

e At the bottom of the project page there are three tabs: “Board”, “Gantt e Filters above the tabs: all / mine / team and others and by task type.

chaktEsTasKsEEtabIcVIthIEICCtORISEEARCIL! e "“Hide tasks that ended before today” — to see only what is ahead.

e The Gantt chart shows dependencies; the scale is days, weeks or months.
Drag a bar to move its dates.



SECTIONS

Calls & meetings

Record a call

o The “Call / meeting” button in the menu on the left. Tell the
participants the conversation is being recorded.

a Call or Meeting; the “Record the computer’s sound” box captures
the other side from Zoom, Teams, Telegram or the browser.

e Work / Personal, project — “Start recording”. You can pause while
recording.
Existing recordings

“Upload a recording” — any audio or video file. “Check Zoom
recordings” — Viato finds local Zoom recordings and shows the new
ones.

Tip: with headphones the other side doesn’t get into your microphone, and
the transcript is more accurate.

Call / meeting

Tell the participants

Let everyone know the conversation is being recorded
before you start.

Call Meeting

& Record the computer's sound (the other side)

Zoom, Teams, Telegram, a call in the browser: your voice and
theirs go to separate channels.

Tip: with headphones the other side does not get into your microphone.

Work Personal

Cancel Start recording




SECTIONS

Call minutes

A few minutes after the recording the minutes appear:
e Summary, what was discussed, decisions, open questions.

e Agreed tasks — with owner, deadline and quote; P> plays the
recording from that moment.

e Possible tasks — things said indirectly; check them yourself.

e Full transcript — “Me" and “"Others”, or per participant for
Zoom. "Separate speakers (local)” runs on the PC.

e Buttons: process again, change type, export to Word or
Markdown, to-do and shopping lists, translate, move to a
work (company), project, delete.

e Select a piece of text and right-click — tasks, a list or an email
from just that piece.

< Back

ca Lamp sample for the client: deadlines and purchasing 2026-10-20 12:15

G Process again 3% Change type [® Export G} Create ato-do list B Create a shopping list %, Translate Move to a work

LAMP — Smart lamp for a clie X B Delete

Select any part of the text and right-click it: tasks, lists or an email from just that part. Collapse all

v Summary

The client needs the sample before 20 November for a trade fair. The board will be ready by 25 October, then we order components straight away.
The housing colour is not agreed: we make two versions and ask the client by email.

v Discussed
» Sample deadline — demo to the client before 20 Nov, for an industry fair.

» Board and purchasing — Leo finishes the layout by 25 Oct, Olivia orders the components right after.

» Housing — the client has not chosen a colour yet: white or grey.

v Decisions

* Make the housing in two colours
* Order components as soon as the board is ready

v Open questions



SECTIONS

Tasks from a call

In the minutes press “Create tasks”.

Check the list: title, assignee, deadline, the “l do it” box.
Untick anything you don't need.

Viato looks for the same open tasks itself: it offers to
extend an existing one, not create it, or change its
deadline.

Choose the project —» “Create”.
Don't like the result? Pick another model and press “Ask

again”.

Every created task keeps its source: which call, the quote and
the moment in the recording.

Create tasks

Text model

Ask again

o Looking for the same open tasks...

Finish the board layout

00:22 5 «leo finishes the board by the twenty-fifth»

Order the components Olivia

00:22 5 «Olivia, please order the components right after that»

Email the client about the housing colour

00:52 1 «/'ll email the client about the colour»

LAMP — Smart lamp for a client X

ldoit 2510.26
Idoit 29.10.26

Q@ Idoit 221026

Cancel Create (3)




SECTIONS

Text analysis

< Back
Brief: new studio website 2026-10-20 17:05
e Paste a text (an email, a chat, a brief) or press “Choose Export 2 (e Bicrataivdint) Gl AN
a document”: .txt, .md, .csv, .docx, xlsx, .pdf up to 30 HonpaRIS) s
M B Select any part of the text and right-click it: tasks, lists or an email from just that part. Collapse all

O O u ” v S
e Set the title, project and model — “Analyse”. ummany
The client sent a website brief: portfolio, services with “from” prices and an enquiry form. First home page mock-up by 30 October, launch by 15
° The resu |t iS ||ke a Ca”IS: summary, decisions, questions, December. The client writes the Services texts by 5 November.

tasks. Then — tasks, lists, translation, export.

v Discussed

e " Long text like a Iong call” — for b|g documents: « Site structure — home page with portfolio, Services with “from” prices, enquiry form with a budget choice.

« Design — light and minimal, mobile version required.

tasks are searched more thoroughly.

« Deadlines — home mock-up by 30 Oct, client texts by 5 Nov, launch by 15 Dec.

Scanned PDFs without a text layer cannot be read.

v Decisions

« Hosting and domain are the client's; access will be sent separately

v Open questions




SECTIONS

Lists

Lists ) Open a shared list
e Shopping and to-do lists; you can have as many as
you like: “Groceries”, “Cottage”, “Office”. Shopping Groceries sworeme Cottage sworeie Remove checked

e Items are added by voice (“shopping list for the

. The list is empty Milk E]
cottage: ...") or by hand. | oun seed
Apples B o 10 m extension cord
e For an item: tick, edit, delete, open the recording it CaiERlEREne 82 D cioves

AA batteries
came from.

e “Remove checked” — clear what you have bought.

Office To-00 Remove checked

e The"..”menu: rename, delete, share as a Viato file
or as text for a messenger. “Open a shared list” — The list is empty Refill the printer cartridge
add someone else’s list. Order drinking water

Sign September invoices




SECTIONS

Reminders

e By voice: “"Remind me tomorrow at 9 to call Hans" —
or by hand: text, date and time, repeat — “Remind”. Reminders

e At the right time a window pops up with a sound: What to remind When Repeat
22.10.2026 09:00 < Does not repeat

nm o u nm o u

“Done”, “In 10 min”, “In 1 hour”. Close the window

By voice: "Remind me tomorrow at 9 to call Hans" - on the recorder or here with the Record button.

and it reminds you again in 10 minutes.

e Repeating reminders move to the next time after a g:allO t;w;r;rigtozhop about business cards o Dossnotrepeat ¢ | 2310.2615:00
3.10. 15:
“Done”.

e Reminders arrive on the PC, the phone and the Q Jeamstand-up o Every week 271026 10:00

recorder. The sound is chosen in Settings.



SECTIONS

Mail drafts

e A draft comes from an “Email ..." recording, from the
minutes, from selected text or from a chat message.

e The Al writes in the recipient’s language if it is clear
from the recording.

e “Copy text” — paste it into your email. Then “I
sent it” or “Discard”.

e The "Send by..." date goes into the plan for today.

Viato never sends emails itself — only you do, from
your own mailbox.

Mail drafts

Drafts are never sent automatically: copy the text into your mail app.

Send by 21.10.2026

To

Kai Becker

Subject
Angebot: CRM-Einfiihrung

Text
Hallo Kai,

anbei unser Angebot fiir die CRM-Einflihrung. Gerne besprechen wir die Details nachste Woche.

Viele GriiBe
Anna

Copy text

Discard m




SECTIONS

Notes

e Ideas and “don't forget” thoughts — from

recordings without a command or by hand: “New Notes
note”.
2026-10-2110:58 2026-10-2110:40 <
° ;‘f J— pm a hote to the tOp. Recording date note Book “Short Meetings” — recommended by Idea: motion-sensor night light
. The transcript is empty, containing only the Paul Turn on a soft light when someone walks past at
oy e recording date metadata. Buy it and read it by th i of tt th. night. Check with Leo whether the board has room
e Open a note to edit it. “Create tasks” — the Al e R e S e e e for the sensor.

@B

finds the to-dos in it and suggests tasks for you to
check.

e Notes are personal: shown in Solo and in every
company, never sent to the company server.




SECTIONS

Processing

Processing All  Running

e Everything the Al does: speech recognition,
Every recording, import and Al step: stage, progress, the models used and their log. A job that hangs can be cancelled.

minutes, task search, imports, text analysis, project

summaries. DONE  Processing a recording Recording date note 2026-10-2110:58

STT: WHISPER_LOCAL/WHISPER-1 CLASSIFY: LLAMA_LOCAL/LOCAL

e Each job shows its stage, progress and log: which
mOde|S Worked and hOW |Ong |t tOOk. DONE Processing a recording Lamp sample for the client: deadlines and purchasing 2026-10-2111:40

e “Cancel” — StOp a StUCkJOb (the recordlng stays). DONE  Processing a recording Shopping list 2026-10-2111:10 (0:40)

“Retry” — run it again.

® Errors are clear here: a provider Iimit, a missing keyl DONE  Processing a recording |dea: motion-sensor night light 2026-10-2110:40 (0:40)

unavailable in your region.

“Cancel” doesn't help? Settings — “Restart the app”.




SECTIONS

Plan for today

overdue: 3 - today: 1-in progress: 1- to
buy: 6

Overdue

Renew the domain
s S. 1710.2026

studio-north.com

e On the first start of the day a window with the plan opens. Later you can open it with the button on Send the client a
the right of the header — it appears as a panel next to any section. & e C. 18.10.2026

commercial proposal

e The plan shows overdue, due today, started / to start, reminders, important this week, what . N
. Call accounting about invoices 19.10.2026
to buy and emails to send.

e Tasks whose start date has come keep showing here until they are done. Due today

e Clicking a task opens its card. Collect portfolio case studies e sITE

Started / to start

Firmware: voice
commands

02.11.2026

Important this week




SETTINGS

Main settings

LANGUAGE AND LOOK

Interface language. Appearance: dark, light or
“glass with a picture” — your own background
picture, panel opacity and blur. Reminder
sound with a "Test” button.

AUTO-RECORDING CALLS

Choose apps (Zoom, Teams, Telegram...): when
an app takes the microphone, Viato records
the call by itself. Transcription happens only
when you press “Transcribe” in “Recordings”.
Each time you are reminded to tell the
participants.

< Contents

MODE AND WORKS

For myself or With a team. The list of works
(companies): add, rename, delete, connect to a
server. See "Works".

RECORDINGS

Delete recordings for a period: completely or
only the audio (text and tasks stay) — to free
up space.

PC APP

Start with Windows — minimised, so
recordings are always received. Restart the
app — if something hangs.

RECORDER (BETA)

Connecting the recorder over Bluetooth and
allowing it to sign in. To set it up, contact the
developer — see “"Recorder”.

At the bottom of the page: “Contact the developer” and “About” — the licences of third-party software and models.

23



SETTINGS

Al processing and models

Save to file Load from file Take from... v

e Local Al on this computer: a profile for your hardware, a catalogue Providers

of text models marked “Recommended”, “Fast / Medium”, “on the Local speech recognition (whisper.cpp) ((ONTHiSPE

graphics card”. Download, use, delete.

e “How to connect Al” — step-by-step help. S e O R

e Local Al only — the cloud is never used. Turn off local Al — cloud Cloudfiare Workers Al @R (v saves
only. HEYSAVED.

e Paid Al services — off by default. Which Al first — local or cloud. oo

e Providers: each has instructions on where to get a key and labels Zhipu GLM (Z.2) G

nou mon

"free / paid”, “uses your data for training”, “unavailable in regions”.

e Cloud Al keys — each work has its own; save them to a file and load Google Gemini QP  Us=S YOURDATAFORTRAINING
them into another work.

Alibaba Qwen / DashScope (paid after the free quota) ( PAID

OpenAl / ChatGPT (paid) ( PAID




SETTINGS

For Al specialists

VU U VIWn VLY

Fine-tuning of the processing: passes, repeats, the order of models. Usually there is nothing to change: it is set by our tests.

Restore the defaults Brings back the best settings from our tests. Keys, paid Al and the chosen local model stay.

Usually there is nothing to change: everything is set from our
y 9 9 y 9 ‘D Second pass for tasks on long calls BETA

teStS on Ca”S from d|ffe re nt depa I’tments a nd Of diffel’e nt On calls over 15 minutes the Al reads the text once more looking only for tasks: fewer get lost, open questions and agreements that neq

work become tasks too (marked). Takes a little longer. Off: tasks from the minutes only.

lengths.
Second pass for tasks on short calls
Auto: only for models that lose tasks without it
[ J Second paSS fOl' taSkS on |Ong and Short Ca||S. (Qwen3.5-2B). About twice as long.

" . n A f h I
e Repeated tasks on long calls go to “Possible tasks”. uto {pestfor the model)

e Model for long calls (over 15 minutes). Repeated tasks on long calls

The model sees the tasks from the start of the call; a
repeat (e.g. in a closing recap) goes to "Possible tasks".

o Process in the CIOUd While the |°ca| Al iS busy. Auto: cloud models only — small local models lose tasks

with it.
e Models and their order: on, off, arrows for the order. “Show Auto (best for the model)

more Al models” — weak models, hidden by default. Model for long calls (over 15 minutes)

Long calls go to this model first; if it fails, the usual order follows. "Only this model": no other model is tried.

e For local models — checking each task against the
conversation (beta).

As usual (the order above)

‘D Process in the cloud while the local Al is busy
The next recording goes to cloud models at the same time; if the cloud fails, it waits for the local Al.

“Restore the defaults” brings back the best values; keys and the
chosen model stay. Models and their order

Switched-off models are never used. Cloud models are tried top to bottom (arrows change the order); local ones go first or last, see "Which Al
first".

(o) Show more Al models

Models that di se than others in our tests. Hidden and off until you turn them on. Applies to cloud and local models.




SETTINGS

Data, backups, devices

BACKUP

“Make a backup” — one .viato file with all tasks, notes and calls; optionally
with audio and Al keys. A file with keys is for yourself only.

ACCOUNT AND DEVICES

The list of signed-in devices: PCs, phones, recorder. “Connect phone” — a

QR code for pairing; “Send Al keys” — give the phone the keys in
encrypted form.

< Contents

MERGE AND RESTORE

“Open a .viato file...” — first shows what is inside. Add to my data:
choose projects and people, duplicates are skipped. Restore completely:
replace the database on restart (the current one is saved).

MOVING TO A NEW PC

Make a backup with audio and keys, install Viato on the new computer and
restore the file. On Windows the app’s data is in the user folder; the
database is copied before every update.

26



TEAMWORK

Works and the switcher

Solo and companies What is stored where Moving to a work

Solo is always there. A work is a company on a Projects, tasks, calls, texts, emails and chats live A call recorded in Solo can be moved to a
Viato server. You can be in several, an admin in in their own work. Notes, lists and reminders company: “Move to a work” — with the
one and an employee in another. The switcher are personal: shown everywhere and never sent minutes and, if you like, the audio.

is at the top of the menu on the left. to the server.

How to add a company, set up the server and invite people is described in the separate “Setup guide”. Without a connection to the server
everything keeps working: changes are sent when the connection is back; the header shows how many are waiting.



TEAMWORK

Tasks in a team

Edit task

Title
Booth budget
e Roles: assignees, co-assignees, observers. A task can be given to a team Descrini
. . . o escription
("Design”) — all its members get it, even those who join later.
e “Done on my side” — each assignee marks their part; when everyone

has, the task closes. Status Project Type

u“ o . e In progress EXPO — Booth at the Ligh X Management
e “Assignees may change the deadline” — a box for the creator.

Start Deadline Repeat
19.10.2026 23.10.2026 Z Does not repeat

e Task discussion — a chat right in the card.

e Permissions: the creator, project owners and admins change everything;
assignees change the status, checklist and result; observers only read and Gy Personal ) el

comment. Depends on

e Project members (on the project page): owners and people or teams.
Only they see the project. Roles

Assignees Co-assignees Observers

Anna Kowalski X Olivia Smith X

Assignees may change the deadline



TEAMWORK

Chat

Chat
e Chats: direct, group and the company-wide chat. Chats  Companynews  Task comments
“New chat” — choose people.
+ New chat
General chat
e Files and photos (up to 200 MB) in direct and group ® General chat N
. . 25-27 November, hall 3, booth B14. We neec . . . 20“671077’0 19:38 v
N eam, fTrom Monday we run all projects In Viato. Questions go nere.
chats; each file shows how long it stays on the Team, from Mond Il projects in Viato. Quest h
Server. :?/?m'r\:laa!l\:/i:need one more dev kit for the d #e Paul Evans 2026-10-20 20:02 -~
Great, | have already moved the firmware tasks.
e The ".." menu on a message: edit, delete, make a 2 EXPO booth
° ° Demo lam e ready by 6 ve v 2026-10-2110:48 v ==
task, add to a to-do list, email draft. B We are exhibiting at Light 2026

. 25-27 November, hall 3, booth B14. We need two people on duty each day — sign up
e A chat can be pinned to the top or muted. with Olivia.

e Company news — announcements from admins.
Task comments — all task discussions in one place.

e You can write without internet — messages go out
once you are connected.

Files and photos cannot be sent to the general chat.




TEAMWORK

Scheduled calls

e Inthe company’s “Calls & meetings”: “Schedule a
call” — topic, time, duration, repeat, people and
teams, link (Zoom, Teams, Meet...), agenda.

e Everyone sees the time in their own time zone.
Before saving, Viato checks who is busy then.

e Participants answer “I'll join” / “Can’t join".
Reminders 15 and 2 minutes before — on the PC,
phone and recorder.

e “Join” opens the link, “Start recording” links the
recording to the call. Didn't record it yourself? Ask
for the recording from whoever did.

Calls & meetings

Scheduled calls

Booth stand-up 2 EVERY WEEK Join &

Th 22.10 13:00 - 30 min - organizer: Me
Olivia Smith v, Maya Bell X, Paul Evans, Me, Leo Martin v

Call with the fair organisers Join
Fr 2310 17:00 - 45 min - organizer: Me
Olivia Smith v, Me

B Schedule a call

® Start recording

® Startrecording




TEAMWORK

Sharing with colleagues

A CALL OR A TEXT

The “Share” button in the minutes: choose
people or group chats, optionally “With the
audio recording”. Everyone gets a copy of the
minutes and transcript in their own “Calls".

TASKS OVER THE NETWORK

Right-click a task — “Share...”: to another PC
with Viato on the same network, or as a file. The
recipient sees the tasks under “Incoming
tasks” (anicon in the header) and decides
whether to add them.

LISTS

A shopping or to-do list — as a Viato file (the
recipient opens it in “Lists”) or as plain text for
a messenger.



TEAMWORK - ADMIN

The “Team” section

Team - Viato ONLINE

e People: approve or reject a request, role “User /
Admin”, reset a password, disable (the company’s People  Teams Invitations  Server  Backups  Log My account
data is removed from their PC).

Person State Last seen

nonu

e Teams: groups of people (“Design”, “Electronics”)
for tasks and calls.

Sam Peters
sam

WAITS FOR APPROVAL

Anna Kowalski

° . . ACTIVE 2026-10-21 21:1
e Invitations: one-time codes for new employees, A

validity period, revoke. Leo Martin ACTIVE 2026-10-2110:48

leo

e Log: who invited, approved or disabled whom. Maya Bell

NEVE]

e My account (for everyone): name, photo, time zone, —

password, disconnect this PC. ol

Paul Evans
paul

ACTIVE 2026-10-2110:48

ACTIVE 2026-10-2110:48

ACTIVE 2026-10-2110:48




TEAMWORK - ADMIN

Server, backups, licence

e Licence: how many people of how many; “Change the key” — move
to a bigger licence.

e Server: version, people, free disk space. Chat files — how long to
keep them and whether to remove them once everyone has them.

e Server update — one button on the PC that set up the server. The
server copies its database before any change.

e Connection code — for an employee to sign in on a second PC or a
phone. Server key — to add another company to this server.

e Backups: backup password, automatic copies to your PC, “Back up

nou

now”, “Restore from a file...".

e Company Al keys (in the work'’s Al settings): give employees a key
through the server with a daily limit, or hand it out. Local Al on the
server is set up there too.

Team - Viato

People Teams Invitations

License
Team of up to 15 people
People in the team: 5 of 15

Server version: 0.9.0
Active: 5, waiting for approval: 1
Free disk: 88.1 of 511.0 GB

Chat files on the server

Days to keep

~
14 o« days forever

Files over 30 MB

5 days forever

~

When everyone has the file

remove it from the server

Server

Backups

Log

My account

Applies to the files on the server now as well. Files stay encrypted; the server refuses uploads when its disk is nearly full.

Server update

On the server: 0.9.0, in the app: 0.9.0

The server is up to date.

ONLINE

Change the key




OTHER DEVICES

Phone

e Recording: “Work" or “Personal” — a short note, “Record a meeting” — a long one.
Pause and cancel.

Wednesday, October 21

e Atthe bottom: Lists, Reminders, Tasks, Chat, More: projects, calls and texts with What to remember?
minutes, emails, settings. e ot

Shopping To-do

e Minutes, tasks and translation are made on the phone itself too — through cloud Al. Add item

%3 Record a meeting

e Everything from the PC is kept on the phone and readable offline; audio if you choose. Milk

Notes go to the PC (its local Al); nothing goes to the cloud.

Apples

Notes 9

e Reminders ring without internet; company calls 15 minutes before.

No notes on their way. Coffee beans

e A home-screen widget, a “Viato note” quick-settings tile and shortcuts on the app AA batteries
icon.

Installing and pairing with the PC is described in the “Setup guide”.

Y € Q 0° Y e Q (i

Record Lists  Reminders Tasks Record Lists  Reminders Tasks




OTHER DEVICES

The recorder is a beta feature

s N
BETA Contact the developer
M5Stack Cardputer In the PC app: Settings — “Contact the developer” at the bottom of the
A pocket recorder: hold a key and speak — no phone or PC needed at page.

hand. Type, project and deadline are chosen on the device; lists, tasks and . :
The same place for questions, bug reports and suggestions, and for a team

reminders are shown on its screen. Recordings go to the PC over Wi-Fi or .
licence key.

to the phone over Bluetooth.

To install the firmware and set it up, contact the developer.




USEFUL

Tips and FAQ

The Al got a task wrong

The Al picked the wrong type

Recordings are not processed
A long call takes a long time
The other side is hard to hear
Privacy matters

Not losing data

< Contents

Fix it by hand, or “Process again” with another model — the task is updated and the previous result is kept in versions.

“Change type” on the recording. Next time say a command at the start or choose the type in the window after
recording.

Connect Al (Settings — “How to connect Al"). Errors and their causes are in “Processing”.
That is normal on a laptop without a graphics card. For speed, set a cloud “Model for long calls”.
Turn on “Record the computer’s sound” and use headphones. In Zoom turn on a separate track for each participant.

“Local Al only” — nothing leaves the computer. For secrets, don't use providers marked “uses your data for training”.

Make backups regularly (Settings — “Data”); a company admin should turn on server backups.
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