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I. INTRODUCTION 

1.Purpose 
This document will provide the guideline for client user how you could use the portal for features: 

• Account Access 

• My Account Management 

• Homepage 

• Chatbot 

• Task 

• Legal FAQs 

• Resources 

• Law Comparison 

• Product Support 

2.Assumptions and Constraints 

Assumption 

N/A 

Constraints 

N/A 

II.WORKFLOWS 

1.Login 

Login 
1. Access URL https://member.virgilhr.com/ 

2. Provide the Username and Password. 

 

https://member.virgilhr.com/


Note: Password must follow the rule to have at least 8 characters including at least 1 special 

character, 1 uppercase letter, 1 lowercase letter and 1 numeric. 

3. Click "Sign In” button to access the portal 

 

 

Forgot password 
1. Access URL https://member.virgilhr.com/ 

https://member.virgilhr.com/


2. Click “Forgot password” button to go to Forgot password page 

 
3. Input email address to get a Reset Password email 

 



4. Click “Reset Password” button in the email to go to Reset password page 

 



5. Input new password to complete reset password and access to the portal 

 

 

Create an account 
1. Access URL https://member.virgilhr.com/ 

https://member.virgilhr.com/


2. Click “Create an account button” to go to Registration page 

 
3. After filling all required fields to create an account, click the button Sign Up 

 



 

 
4. Confirm the email to access the subscription plan selection page

 
 



 
You can select a plan they want to start their journey with us. 

a. After you select Buy now and process the payment successfully, you will be taken to the 

Dashboard and shown a Welcome modal that includes your benefits and a way for you 

to take a walkthrough tour to understand our system. 

 
 

b. After you select to redeem a promotion code with plan, you will be displayed the 

redeem a promotion code modal to input the code to redeem. If you input a promo 

code and redeem successfully, then you will be taken to the Dashboard and shown a 

Welcome modal that includes your benefits and a way for you to take a walkthrough 



 

 

 
 



2.Dashboard 

View Interactive Walkthrough 
You can click to start a quick tour when you firstly log in to Portal or you can review and follow the 

interactive walkthrough in the Home page 

1. Access URL https://member.virgilhr.com/ and login to your account 

2. Navigate to Home page and click the icon button Expand 

3. Navigate to the feature you want to view the interactive walkthrough 

4. Click on “Show me how” 

 
Note: You can click Don’t show this again to hide the interactive walkthrough section from the Home 

page. You can reopen by clicking on the like-roadmap icon on the top right of screen 

 

Search for a legal update 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Navigate to Home page 

3. Then you type the keyword of legal update you want to search for 

4. Click on icon “Search” 

https://member.virgilhr.com/
https://member.virgilhr.com/


 

Filter for a legal update 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Navigate to Home page 

3. The System allows user to quickly search for a legal update by timeline: 

a. This month 

b. Last month 

c. Next month 

d. This year 

e. Custom (If you select customer, then you should input the start date and the end date 

to apply for legal update) 

 
 

4. Click Apply to apply the filter to return the expected legal updates 

5. If “Cancel” button is clicked, all changes will be reverted 

6. The System allows users to quickly search for a legal update by location including National and 

other states of US 

https://member.virgilhr.com/


 
7. Click Apply to apply the filter to return the expected legal updates 

8. If “Cancel” button is clicked, all changes will be reverted 

 

3.My Account Settings 

Update States to receive News & Alerts 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Navigate to general information section 

4. Click “Select” to select states to receive News & Alerts 

 

Update general information 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Navigate to general information section 

4. Click Edit to open the edit modal 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
5. Input the information you want to update 

Note: You can click on Restore to revert information changes 

6. Click “Save” to save the updates 

Update password 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Navigate to security information section 

4. Click button “Change Password” 

5. Enter the current password 

6. Enter the new password 

7. Click on Change Password 

 

Turn on/off the system notification 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Navigate to Notifications section 

4. Look for the notification you want to update 

5. Turn on/off the toggle to manage sent notifications from system 

https://member.virgilhr.com/
https://member.virgilhr.com/


 

Deactivate Account 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Navigate to section Security Information section 

4. Click Deactivate account 

5. Type “deactivate my account” and click Deactivate 

 
4.Manage Organization 

Update Organization Information 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Organization between tab Account Settings and tab Subscriptions & payment 

4. Click on button “Edit Information” 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
5. Input the information to the modal 

6. Click Save 

Invite Team Member 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Organization 

4. Navigate to section “Manage your team” 

5. Click on button “Invite More” 

 
6. Input the member information 

7. Click “Send Invite” 

Remove Team Member 

1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Organization 

4. Navigate to section “Manage your team” 

5. Look for the user you want to remove and click on icon “Remove” 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
6. Click Confirm 

Update Team Member Role 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Organization 

4. Navigate to section “Manage your team” 

5. Click on user roles list dropdown and select the role you want to update for user 

 

Activate/Deactivate Team Member 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Organization 

4. Navigate to section “Manage your team” and column field Activated licenses 

5. Turn on the toggle to activate the user account/turn off the toggle to deactivate the user 

account 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
 

5.Subscription & Payment 

Cancel Plan 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Subscription & payment 

4. Navigate to the Payment Method section 

5. Click three dots button on the top right corner of section 

6. Click on “Cancel Plan” 

 
7. Click on “Cancel Subscription” 

https://member.virgilhr.com/


 

 

Add Payment Method 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Subscription & payment 

4. Navigate to the Payment Method section 

5. Click on button “Add payment method” 

6. Input the required information and click Save 

 
 

Note: You can make the payment method preferred by clicking on button “Make Preferred”. Then, click 

on button “Change Card” 

https://member.virgilhr.com/


 

Remove Payment Method 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Subscription & payment 

4. Navigate to the Payment Method section 

5. Click on the “Trash” icon next to the button “Make Preferred” of card 

 
 

Purchase Extra Chat 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Subscription & payment 

4. Navigate to Subscription plan section 

5. Click button “Purchase Extra Chat” 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
6. Input the number of expected chat(s) and review the payment information 

7. Click on button “Purchase extra chats” 

 
8. Review payment information and click on button “Pay” 

 
9. You will view a successful modal displayed to inform your payment 



 

Purchase Extra Queries 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Subscription & payment 

4. Navigate to Subscription plan section 

5. Click button “Purchase Extra Queries” 

 
6. Input the number of expected chat(s) and review the payment information 

7. Click on button “Proceed Payment” 

https://member.virgilhr.com/


 
8. Review payment information and click on button “Pay” 

 



9. You will view a successful modal displayed to inform your payment 

 

Transfer Ownership 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Subscription & payment 

4. Navigate to the section Manage your team  

5. Click on the Role dropdown from the Actions column and select “Owner” 

 

6. Enter your current password and click Confirm 

https://member.virgilhr.com/


 

You will be logged out and displayed the screen: 

 

Purchase Custom Branding 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click icon Profile in the top right corner of screen 

3. Click on tab Custom Branding and click on “Start Customizing” 

https://member.virgilhr.com/


 

4. Upload the logo, add content and pick background color for your organization legal updates 

header/footer and click “Proceed” 

 

5. Review the feature pricing and click on button “Purchase Custom Branding” 



 

6. Review payment information and click on button “Subscribe” 

7. You will be redirected to Member portal and displayed successful modal displayed to inform 

your payment. Now you can adjust unlimitedly your custom branding during the subscription. 

 

6.Chatbot 

Search for Chatbot 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click icon button “Search” 

https://member.virgilhr.com/


 
4. You can select the chat status to quickly search for the chat 

 
5. Type in the “keyword” to find the matched chat names 

 

Talk to VirgilHR 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click button “Talk to Virgil” 

4. Select scenario you want to chat 

https://member.virgilhr.com/


 
5. Start by typing the name you want to title the chat 

 
6. Continue to answer questions asked by chatbot 

 
 

Talk With Onboarding Workflow 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

https://member.virgilhr.com/


3. Click button “Talk to Virgil” 

4. Click on the chatbot workflow named “End-To End Onboarding Compliance" to go through all 

steps relating to Employee Onboarding 

 

5. After selecting, you will start the workflow with available steps. You are able to answer or skip 

answering to the question 

 

6. After going through all steps, you will be shown the button "Mark as Complete" to mark the 

onboarding chatbot flow as completed 



 

Add chat label 

1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click on the chat you want to add chat label 

 
4. Click on button “Add label” on the top right corner of chat 

 
5. Click on button “New Label” or select the available labels to add label for the chat 

https://member.virgilhr.com/


 
6. Input the label name and click Create & add label 

 

Manage Chatbot assignee 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click on the chat you want to invite collaborator(s) 

4. Click the below icon at the top right corner of chat screen 

 
5. Type the username you want to invite as collaborator to the chat and click Done 

https://member.virgilhr.com/


 

Print Chatbot 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click three dots button on the top right corner of chat screen 

4. Click on “Print” from the dropdown list 

 

 

Delete Chatbot 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click three dots button on the top right corner of chat screen 

4. Click on “Delete” from the dropdown list 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
5. Click “Delete” on the confirmation modal 

 

 

Create a Note  
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Click on one chat you want to create note for 

4. Click button “Create a note”  

https://member.virgilhr.com/


 
5. Input the note in the textbox 

 
6. Click the icon “Mark as Done” on the top right of textbox 

View Chat details 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Chatbot in the navigation on the left of screen 

3. Look for and click on the chat you want to view in details 

4. Navigate to the section on the right and scroll down to sub section called Chat details 

https://member.virgilhr.com/


 

7.My Queries 

Add new query 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab My Queries in the navigation on the left of screen 

3. Click on button “New Query” on the left corner of screen 

 
4. Select the feature you want to contact experts 

 

 

https://member.virgilhr.com/


Search for a query 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab My Queries in the navigation on the left of screen 

3. Navigate to the search bar on the top left of screen 

4. Type the keyword and click Search icon to find the query containing the keyword 

 

Update a query 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab My Queries in the navigation on the left of screen 

3. Click on the query you want to update 

4. Click button View and click Edit 

 

https://member.virgilhr.com/
https://member.virgilhr.com/


 
You can update the title, the question but not the feature item you’ve selected. 

8.Task 

Add new task 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Task in the navigation on the left of screen 

3. Click on button “New Task” 

 

https://member.virgilhr.com/


4. Input the task information and click Create 

 

You are able to quickly search for the created task by using the filter Status and Assignee.  

 

Search for a task 

1. Access URL https://member.virgilhr.com/ and login to your account 

2. Click on tab Task in the navigation on the left of screen 

3. Navigate to the search bar 

4. Type the keyword and click Search icon to quickly find the matched task name 

https://member.virgilhr.com/


 

9.Legal FAQs 
1. Access URL https://member.virgilhr.com/ and login to your account 

2. After successful login, users will be taken to the Dashboard page where you can access the Legal 

FAQs page through the left navigation bar 

 
3. You can input the term and press enter or click the search button to search for Legal FAQs you 

want to refer to or relate to your case. 

https://member.virgilhr.com/


 

 
Note: The search term will be highlighted so that users can know where the keywords are 

included in the results. 

 



4. You can also use the Tools section to narrow to get more precise results that you want to 

search. 

 
5. You can select 1 of the results to view the details of Legal FAQs 

 

10.Resources 

View, Search and Download Resources 
1. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, you will be taken to the Dashboard page where you can access the 

Resources page through the left navigation bar 

 
3. Each tab of the Resources page will include content that belongs to the policy type admin set up 

in the admin portal. You can click any policy to view its details. You are able to download, share 

the policy. 



 

 
To share the policy, you can click button Share and enter the username (portal users) or email 

(non-user). Then click share to share the policy link to your colleagues. 



 
You can quickly find what you need through the search bar at the top right corner of the right 

section of Resources page. 



 
After you input the search term and press enter/click the search button to narrow down the 

results to quickly find what you need, you can also filter to get more precise results. 

 
 

Create Resource 
1. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, you will be taken to the Dashboard page where you can access the 

Resources page through the left navigation bar 

 
3. Click on the button New Resource  



 

4. Select the Resource Type you want to create and creation method: 



 

a. If you select Create From Scratch, you will be required to input some resource info and click 

Create 



Then, the resource will be created as custom policy and you will be directed to the resource details to 

review: 

 

b. If you select Upload New Resource, you will be opened to the modal Upload Handbook to 

upload the resource file from your local computer 

You will click on the button "Click to upload" and upload the resource file. Then click on the button 

”Preview" to review and click on the button “Upload” to upload file to VirgilHR Portal. 

 



 

Edit Resource 

1. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, you will be taken to the Dashboard page where you can access the 

Resources page through the left navigation bar 

 
3. Click on one resource to go to the resource details and click on button “Edit” on the top 

command bar to edit any resource information you want. 



 

Send Resource E-signature Request 

1. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, you will be taken to the Dashboard page where you can access the 

Resources page through the left navigation bar 

 
3. Click on one resource to go to the resource details and click on button “E-signature” on the top 

command bar to send e-signature request to your colleagues 



4. Click ”Create one” and then click ”Get started” to start creating Resources E-signature request 

5. Review to ensure that is the document you want to get the e-signature and Click ”Confirm & Proceed’ 



6. Click to ”Add recipient” for the e-signature request. You can choose to send the e-signature in order 

(the later recipient only receives the e-signature request when the previous recipient signs) or all 

recipients will receive it at once. 

You can ”Bulk Import Recipient(s)” to upload all recipients at once 



After completing set up recipients, then click on the button ”Set up required fields” 

7. Click each recipient or select all to setup e-signature fields. 



 

Check on the field and click to pull field requiring recipient input or push selected field out of document 

requesting e-signature. 



 

After finishing to set up fields, click on the button” Set Due Date & Reminders” 

8. Pick the e-signature request due date and set up reminder if any 



8. Click on button ”Complete” to finish sending E-signature request 

You can click on the button E-signature on the top command bar again to keep track and manage the E-

signatures progress 

 



 

11.Handbook Builder 

Create New Handbook 
1. Access URL https://member.virgilhr.com/ and login to their account 

https://member.virgilhr.com/


2. After successful login, users will be taken to the Dashboard page where you can access the 

Handbook page via the left navigation bar 

 
3. You can create a new handbook by clicking the button New Handbook at the top left corner of 

this page (Or the CTA button New Handbook in the middle of the page if you haven’t created any 

handbook yet) 



 

4. You will also be shown a form to fill in the handbook’s information (Company name - Required, 

Handbook name) 

          

 

5. You will also be shown a form to define the handbook. You will have to select handbook type, 

select states for their handbooks if needed, and answer some questionnaires set up by admin to 

go to the Preview step 



 

 



     6. You can either choose to create a handbook from scratch, upload a handbook or download 

handbook with all policies 

 

a. If you choose to create from scratch, system will display the successful modal and then 

bring you to the editor page for you to edit the handbook 

 



  

 

You can drag and drop the policy topics to the handbook. You can click on button “Re-arrange” to go to 

the larger size screen to reorder the handbook headings and policy sections. 

 

After you finish editing, click Preview to preview handbook before you complete. 

 
 

b. If you choose to upload a handbook, you will be directed to the modal Upload 

Handbook to upload the handbook file from your local computer 



 

 

You will click on the button "Click to upload" and upload the handbook file. Then click on the button 

”Preview" to review handbook and click on the button “Upload” upload file to VirgilHR Portal. 



After previewing, you can click the button Upload Handbook to complete uploading a handbook. 

 

 
 

After you upload successfully, system will display the successful modal and then bring you to the editor 

page for you to edit the handbook. You can drag and drop the policy topics to the handbook. You can 

click on button “Re-arrange” to go to the larger size screen to reorder the handbook headings and policy 

sections. 

 



 
After you finish editing, click Save Changes to save all handbook updates before you complete. 

 



 
c. If you choose to download a handbook with all policies, the system will display the Preview screen for 

you to review the handbook with all policies before Downloading. 



 
 

After you click Download, then the handbook with all policies will be downloaded to your local 

computer. 

Set up Handbook Updates Setting 
You can set up the Handbook Updates Setting in universal or in individual handbook. 

To set up the Handbook Updates Setting applied for all handbooks: 

1. Access URL https://member.virgilhr.com/ and login to their account 

https://member.virgilhr.com/


2. After successful login, users will be taken to the Dashboard page where you can access the 

Handbook page via the left navigation bar 

 
3. Click on button “Settings” on the top right corner of handbook listing page 



4. Click on the option Update settings and select the updates setting you want, then click Save & Close: 

To set up the Handbook Updates Setting applied for individual handbook: 

1. Access URL https://member.virgilhr.com/ and login to their account 

https://member.virgilhr.com/


2. After successful login, users will be taken to the Dashboard page where you can access the 

Handbook page via the left navigation bar 

 
3. Click to View or Edit Handbook 



4. Click on the button” Update” on the top command bar 

The Portal will open the pop-up where you can manage all handbook updates and its setting: 



a.When you turn on the toggle ” Same as the General Update setting”, you will set up the handbook 

update setting same as the universal setting 

 

b. When you turn off the toggle “Same as the General Update setting”, you can setup the handbook 

update setting as you want 

 

Send Handbook E-signature Request 

1. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, users will be taken to the Dashboard page where you can access the 

Handbook page via the left navigation bar 

 
3. Click "View” to go to the handbook details and click on button “E-signature” on the top 

command bar to send e-signature request to your colleagues 



 

4. Click ”Create one” (if you have not created any request before) or “New Document” on the top right 

corner of E-signature listing (if you have already created a request before) and then click ”Get started” 

to start creating Resources E-signature request 



5. Review to ensure that is the document you want to get the e-signature and Click ”Confirm & Proceed’ 

 

6. Click to ”Add recipient” for the e-signature request. You can choose to send the e-signature in order 

(the later recipient only receives the e-signature request when the previous recipient signs) or all 

recipients will receive it at once. 



You can ”Bulk Import Recipient(s)” to upload all recipients at once 



After completing set up recipients, then click on the button ”Set up required fields” 

7. Click each recipient or select all to setup e-signature fields. 



 

Check on the field and click to pull field requiring recipient input or push selected field out of document 

requesting e-signature. 



 

After finishing to set up fields, click on the button” Set Due Date & Reminders” 

8. Pick the e-signature request due date and set up reminder if any 



8. Click on button ”Complete” to finish sending E-signature request 

You can click on the button E-signature on the top command bar again to keep track and manage the E-

signatures progress 

 

 



 

Collaborate on Handbook 
1. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, users will be taken to the Dashboard page where you can access the Handbook 

page via the left navigation bar 

 

3. Click "View” to go to the handbook details 

4. Hover over one handbook section and click on button “Create comment” 



5. You can input the comment or tag the colleagues for review and click ”Send” 

After sending the comment, the comment will be created successfully, and you can review or reply by 

clicking on the icon Comment next to the section or the button ”Comments” on the top command bar: 



You can go to each Comment to reply, edit, delete and create task from the comment.  

View History Log 
2. Access URL https://member.virgilhr.com/ and login to your account 

https://member.virgilhr.com/


2. After successful login, users will be taken to the Dashboard page where you can access the Handbook 

page via the left navigation bar 

 

3. Click to View or Edit Handbook 

4. Click on the three dots button on the top command bar and click on History Log 



5. Observe the History Log to keep track handbook changes 

 

12.Comparison Tool 
1. Access URL https://member.virgilhr.com/ and login to their account 

https://member.virgilhr.com/


2. After successful login, you will be taken to the Dashboard page where you can access the 

Comparison Tool page via the left navigation bar 

 
3. To compare laws, you need to select at least 2 states in Step 1. You can turn on the toggle to 

include the national laws in comparison 

 
4. In step 2, you need to select the topic you want to compare among states you selected 



 
5. In step 3, you can select the expected display that you want to view the comparison 

 
6. Then click Create. You can download the comparison by Excel/Word or change the comparison view 

by clicking respectively on two button Downloads and State across top (if you already selected Topic 

across top in step 3)/ Topic across top (if you already selected State across top) in step 3. 

 
 



13.Product Support 
You can ask for the support from VirgilHR team by clicking on Product Support tab on the left navigation 

bar. 

 

1. When you click button Product Feedback, then you will be directed to the modal to submit your 

feedback or improvement suggestion on current/new features. Then click Submit to send your 

feedback. 

 



2. When you click button “Help”, then you will be directed to the Share your thoughts modal to 

share your concerns, issues, etc. with VirgilHR team. Then click Submit to send your thoughts. 

 


	I. INTRODUCTION
	1.Purpose
	2.Assumptions and Constraints
	Assumption


	II.WORKFLOWS
	1.Login
	Login
	Forgot password
	Create an account

	2.Dashboard
	View Interactive Walkthrough
	Search for a legal update
	Filter for a legal update

	3.My Account Settings
	Update States to receive News & Alerts
	Update general information
	Update password
	Turn on/off the system notification
	Deactivate Account
	Update Organization Information
	Invite Team Member
	Remove Team Member
	Update Team Member Role
	Activate/Deactivate Team Member

	5.Subscription & Payment
	Cancel Plan
	Add Payment Method
	Remove Payment Method
	Purchase Extra Chat
	Purchase Extra Queries
	Transfer Ownership
	Purchase Custom Branding

	6.Chatbot
	Search for Chatbot
	Talk to VirgilHR
	Talk With Onboarding Workflow
	Add chat label
	Manage Chatbot assignee
	Print Chatbot
	Delete Chatbot
	Create a Note
	View Chat details

	7.My Queries
	Add new query
	Search for a query
	Update a query

	8.Task
	Add new task
	Search for a task

	9.Legal FAQs
	10.Resources
	View, Search and Download Resources
	Create Resource

	11.Handbook Builder
	Create New Handbook
	Set up Handbook Updates Setting
	Send Handbook E-signature Request
	Collaborate on Handbook
	View History Log

	12.Comparison Tool
	13.Product Support


