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Quick start guide 
 

Managing your new Tellfy community is very easy. We have created the following 
reference guide so that you can get the most out of the application. 

Follow the steps below to start creating your groups and start communicating with your 
users: 
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Download or access the application 
To manage your community, it is best to access the following link via the web: 

https://web.tellfy.com  

Here you will find all the initial configuration options that we will explain in this guide. 

You can also download the App on your mobile device, which you will find both in Google 
Play like in app store. From here you can also manage most of the features, check the 
App manual for more details. 

 

   
 

 

Configure your community 
Now that you have your community, we'll start with the configuration options. This is the 
first thing we have to review to configure our space as we wish. 

You can enter community settings to change community parameters. 

 

  

https://web.tellfy.com/
https://play.google.com/store/apps/details?id=com.nextret.tellfy
https://play.google.com/store/apps/details?id=com.nextret.tellfy
https://apps.apple.com/es/app/tellfy/id1383299111
https://web.tellfy.com
https://play.google.com/store/apps/details?id=com.nextret.tellfy
https://apps.apple.com/es/app/tellfy/id1383299111
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You will access the configuration screen that looks like the following and where you can 
modify multiple options: 
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Community name. This is the name by which the space will be known. 

Add an image. Allows you to configure the image of the community. 

Description. Optionally enter the community description, which will be visible to users 
when they log in. 

Community types. The community can be of the following types: 

• Public. The community is open and users can join freely. 
• Moderate. The community requires prior approval from the administrators in order 

to join them. Recommended option for communities such as schools, clubs or 
associations where members must be previously validated. 

• Private. This type of community makes it completely private so that your users 
cannot join or request access to the community. Only you as administrators can do 
it through the Invite or import users option. 

Language. The language in which your community invitation emails will be sent. 

Visible in the search engine. Indicates if the community will appear in the Tellfy 
community search engine. In case it is private, it will not appear, even if it is marked as 
visible. 

Public member list. If you check it, users will be able to see the list of community members. 

public admin list. If turned on, users will be able to see who the community admins are 
and contact them (if you have private messaging enabled). 

Allow private messages. If allowed, users will be able to send private messages to other 
users. If you deactivate it, you can establish a white list of users who will have access to 
send private messages. 

Auto Join Groups. Allows you to define a series of groups that will be automatically added 
to the user once they have entered or been accepted into the community. The groups that 
can be added in this option are all those that are public groups or attention groups. Groups 
that are set to moderated or private will not appear in this list. 
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Create your groups 
Once your community is set up, we'll create the groups it will contain. 

To create groups, from the upper left icon of community management, we will click on the 
Create a new group option. 

 

We will access the new group creation screen: 
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Type. We will select one of these options: 

• Communication. Sending communications in a unidirectional way to users. 
• Participation. Group in which all participants can send communications. 
• Attention. A channel that allows users to communicate privately with designated 

community moderators. 

Group name. Name with which the group will be identified. 

Description. Description of the group that will be visible to users 

Identifier. If an identifier is established, the group can be accessed with a link of the type 
tfy.to/comunitat/idgroup where idgroup is the identifier that has been defined. You must 
also have an identifier for the community. 

Access type. We can establish: 

• Public. The group is open and users who are part of the community are free to join. 
• Moderate. The group needs admin/moderator approval for users to join. 
• Private. The group is private and only admins or moderators can add members. 

Public member list. If you check it, users will be able to see the list of group members. 

Public admin list. If turned on, users will be able to see who the group admins are and 
contact them (if private messaging is enabled in the community). 

Add moderators. In focus groups, you can designate group moderators from this option. 

Invite users. In communication/participation groups, you can invite members of the 
community that you want to initially add to the group from this option. 
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Invite users 
In Tellfy you can invite users in bulk by importing users from an Excel file. To access, you 
have to enter the menu above the Community Members option and on this screen we will 
find the Import option. 

 

The Excel file to load has the following columns, in this order. Clicking on Import allows you 
to download a sample file from the screen that appears. 

Email. Email of the user to import. 

Name. Username to import. 

Surnames. Optional. Last name of the user to import. 

Description. Optional. Description of the user to import. 

chat to join. Optional. Indicate the codes of the groups you want to join the user. If there is 
more than one, it is separated by commas. 

An example of an import file is the following: 

 

It is important that the excel to be imported does not have rows with duplicate mail, since 
a user can only be imported once to the community, so that if this case is detected, the 
system will indicate an error. 

It should also be noted that: 

• If the user to import is not a Tellfy user, it will be imported with the data entered, but 
when the user registers in the application, their name and surname will change to 
those entered in the registry. The only thing left, therefore, is the field of members. 

• If the user is already a Tellfy user, the import will show the name under which this 
user is registered. 
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• If you import a user that already exists in the community, the member's description 
will be overwritten, updating it with the one indicated by Excel. 

• If you import a user that already exists in the community, the groups that they 
indicate in Excel will be added to those that the user already had. That is, the groups 
that the user already had when importing will not be deleted. 

To import the users, we will select the Excel file that we have already prepared. 

The system will indicate the number of users that are in Excel. We can then indicate 
whether or not we want to send a welcome email to the community, indicating that they 
have been invited to join the community. 

Finally we will click on the Invite button. If the entire process is successful, it will indicate that 
the users have been imported correctly. 

 

Once the users are imported, we will have them in our member list and we can finish 
configuring their groups and permissions. 
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Sending communications 
If we have permissions, we can send group communications or private chat. We may send 
the following types of communications: 

Text. The most common type of communication is text communication. 

 

Documents. We can send documents to the group, as well as other elements such as 
audio and video. 

 

Images. We can send images or photographs. We can select with the Search button the 
images to send them or drag them to the lower box of the images. Finally we will click 
Send to send it to the group. 
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Event. An event allows us to define a meeting request or a scheduled activity. 
Additionally, participants will be able to RSVP to the event should we set it up. To create 
an event, we will go to the Activity tab. 

 

Next, we will select the Event tab. 

Text 

documents 

Images, 
videos and 

GIFs 
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Publication. The publication allows us to send news, which contains a title, description 
and image. We only have to enter these fields in the form that appears at the bottom 
and finally click on the Send button. 

 

 



 

Tellfy – WA Digital Platform Doc – v1.0 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Voice notes. Sending voice notes from the mobile application. 
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Survey. Allows the group to ask a question with a series of possible answers to allow 
participants to select one or more of the possible options. 
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Video call. The video call allows us to create a videoconference session with the group 
participants, which they can access directly from the application. To create it we will only 
enter the title, the description (optional) and the date we want to make the video call. 
Finally we will click Submit. 
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Authorizations. From the application you can create a digital authorization so that users 
can give their authorization before the deadline date/time that has been defined. 

To create an authorization we will go to Activity.

 

Next, we will select the Authorization tab and fill in the requested fields: 
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Complete manual 
You can access the complete Tellfy manual on the following website: 

https://docs.tellfy.com/en/ 

https://docs.tellfy.com/en/

