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Admin User Guide

01. Access Website

02. Log In

This is an Admin guide document for administrators to use the service.

Launch a Chrome browser and enter https://admin.maxwork.maxst.com in the address bar on Google 
Chrome. You can also click the 'Admin shortcut' button on the application/purchase complete page of 
the site.     

Log in with the ID and password you signed up for on the MAXWORK site. 

Log in with the ID and password you entered in the 'Register as a Sub Admin' automatic email 
received from the Super Admin. Sub Admins can also log in to the MAXWORK site with the same ID and 
password, but plan changes and viewing of subscription / payment information are restricted.

The authority to access the Admin site is given only to the ID who applied/purchased a plan on the 
MAXWORK site (Super admin of the company), and the ID granted by the Super Admin to the Sub 
Admin authority on the Admin site.

1. Super Admin 

2. Sub Admin

An ID with Admin access authorities must be registered again as an account user to use the 
Remote / Create / Direct feature.

If you log in without purchasing a plan, you can only check 'My Info' menu on My Page.

If you forgot your password, you can reset it through 'Forgot Password'. At this time, the changed 
password is applied to the MAXWORK site as well as the Admin. 

https://admin.maxwork.maxst.com
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03. My Page
If you click the         button on the top right, you can check my information and admin management 

menu.

1. My info

•  Change Password : Change the password to be used in MAXWORK site and Admin.

•  Delegation of Super Admin authority : Super Admins can delegate authority to third parties. At this 

time, the person to be delegated authority may be one of the Sub Admins, a general account user, or a 

person who does not have any ID related to MAXWORK. However, the ID must not have a history of 

joining MAXWORK.

Since MAXWORK plans are set based on the company of the Super Admin, the Super Admin 

authority can only be delegated to IDs who do not have their own registration history. 

'Delegation of authority' is a feature only given to the Super Admin, so the button is not visible to 

Sub Admins.

+ New User

You can check the basic information and additional information entered when registering as a 

MAXWORK member, and modify them. 
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•  Modify Department / Position : You can edit the department and position information entered.

•  Modify Contact : You can edit the contact information . At this time, the country code cannot be 
modified because it follows the country code of the affiliated company.

The Super Admin's name, ID and contact information are shared with account users in the 
MAXWORK app / Remote, and Create site in the 'Contact' menu.

An automatic e-mail request for delegation of super administrator authority is sent to the entered 
email ID. If the delegated person accepts the request, the existing Super Admin is changed to a Sub 
Admin. 

Super Admin can add or delete Sub Administrators through ‘Manage Admin’ menu. This function is the 
authority of the Super Admin and Sub Admins can only check the list of currently registered other Sub 
Admins. 

2. Manage Admin

Super Admin's ‘Manage Admin’ Screen Sub Admin's ‘Manage Admin’ Screen
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• Add Sub Admin : ‘Add Sub Admin button’ is only active for Super Admins. If you enter the email ID 

you wish to designate as a sub administrator, an automatic email for the related process is sent to the 

address. When a person who has been granted Sub Admin authorities completes the registration 

process, he will automatically appear in the list.

Super Admins appear in the first column and Sub Admins are sorted down according to the order in 

which they are added. There is no limit to the number of people that can be designated as Sub 

Admins.

•  Delete Sub Admin : If you select the check box next to the administrators list, 'Delete Selected' 

button will appear. Super Admin cannot be deleted, so the check box is disabled.

Even if the Sub Admin authority is deleted, the authority of the account user of the same ID is still 

valid.

In the Admin site, the Sub Admin has the same authorities as the Super Admin except for 'Manage 

Admin’.
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04. Manage Accounts
The first thing that the MAXWORK administrators have to do is to register account users. 

You can register as many users as the number of accounts purchased with the '+Register User' button. 

1. Register Users

If all users are registered in the purchased account, the user registration button is disabled. If you 
would like a larger number of accounts, please change your plan or add your user accounts on the 
MAXWORK site. 

You can manage your plans only on the MAXWORK site (https://maxwork.maxst.com).

The administrator's ID has only the MAXWORK site and Admin authorities. 
If the administrator wants to use MAXWORK, he must register himself as an account user once 
more. 

- Last Name / First Name : Enter last name and first name separately. The user's name cannot be 
modified once it is entered, so be sure to enter it without typos.

- ID : Enter the user's email to be used as ID. ID is unique and cannot be modified once entered, and 
duplicated registration of the same ID is not possible. After registration, the user will receive an email 
notification of MAXWORK usage in that email, so be sure to use a valid address.

2. Enter User Information

• Basic Information

+ New User
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- Password : The password can be automatically generated in random alphabets and numbers, or the 

administrator can enter it. (Password must be alphanumeric and between 6 to 16 characters long.) 

The password issued by the administrator is changed by the user when logging in for the first time. 

After that, the administrator cannot view or change the user's password.

Status of default company name input Status of additional company name input

The input value can be compared in real time with the already registered company name by partial 

search, and if there is the same company name, it cannot be added.

- Company Name : The Super Admin's company name is entered by default. If you want to register 

someone with a different affiliation as an account user, you can open the company name drop-down 

menu to add another company, or select another company name that has already been entered. 

• Additional Information
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Mouse over company name

Company name editing error screen

Status of additional company name input

Company name deletion error screen

Except for the default company name which is registered as the Super Admin’s, you can edit or delete 
the additionally registered company name. If you move the mouse over the company name you want 
to edit/delete, a more button appears, and you can check the detailed menu when you click the 
button. 

An error message pops up if a company with the same name already exists while you’re editing it, or 
when there is a user belonging to the company that you’re trying to delete.

- Department / Position : Enter the name of department and position. This is not required.

- Responsibilities : Enter the user’s responsibility. This is not required.

• Authority Information

MAXWORK has different features available for each plan.

- MAXWORK Lite :  Remote (Default feature) 
- MAXWORK Trial/Pro :  Remote (Default feature)
                                                Direct (Default feature)
                                                Create (Optional feature)

Therefore, the Super Admin who purchased plan other than Lite must check and select the user who 
will be given the Create authority (Creator). Create rights can be divided by the number of purchased 
user accounts.
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Lite Plan User

Trial/Pro Plan User

When registering users with 'Create Another’ button at the bottom of the ‘Register’ button 
checked, users can be continuously registered without switching to the list screen. At this time, be 
careful as the company name of the user who was registered before is entered.

3. Complete Registration

If you click the Register button after completing all information input, the service usage notification 
email including MAXWORK account ID (email), password, and authorization information is 
automatically sent to the entered user's email address. 

When the number of accounts that can be registered has reached the limit, the' Register User' button 
on the list screen is disabled. If you continue to register the users with the ‘Creat Another’ button 
checked, an error message will be pops up when the user account limit is exceeded.

0

0

+ New User
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4. User List

You can check the list of registered users in the ‘Manage Accounts’menu. 

• Profile : After the user logs in, the avatar or registered image set by the user is displayed. For users 
who have not registered an image, the default profile image appears. 

• You can check a registered user’s name / ID / company name / department / position / 
responsibilities / Create authority. If you have authority, it is marked with a V, and a - sign means no 
permission. 

• State

- In use : It means that the user has a history of logging in to any of the features they are authorized to 
use.

- Wait for login : It means that the admin has registered him/her as a MAXWORK user but has not yet 
logged in. If you click ‘Wait for login’, you can send the service usage notification email again to the 
user.
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• Last modified : It refers to the date when the administrator registered/modified the user's 

information or the user's status was changed.

• Manage

- Edit : Some of the user information can be modified. At this time, the required input items, name and 

ID, cannot be modified, and if the authorization information is modified, an authorization change 

notification email will be sent to the user.

- Delete : You can delete registered users. When you delete a user, the account will be able to register 

other users.

Note that if account user information is deleted, the usage history including the call log remains, 

but it is marked as 'deleted user' and accurate information cannot be checked.

Edit User Information
Delete User 
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05. Remote 

Set up the remote support range and contact of all users registered in Workspace User List. The left 

side of the screen is a list of users registered as account users, and the right side of the screen is a list 

of currently set workspaces. 

1. Workspace User List

In Admin, when an administrator designates the workspace of account users, each user can only see 

the list of workspaces to which they belong, and can make remote support calls only within that 

workspace.

Users who do not have a workspace cannot make remote calls even if they are registered as 

account users. Therefore, after registering an account user, you must create a workspace to set the 

user's remote support range.

• Create : Create a workspace with '+Create' button at the top right of the screen.

- Name : Enter name for the workspace. Depending on the purpose of using the workspace, it can be 

used as a team name or a project name. 

- Validity Period : By default, the validity period is set to 'None'. If you want to specify how long the 

Workspace will be used, you can click the Settings button to select when the Workspace ends. 

The start of the validity period is set to today's date and cannot be changed.
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- Members : Clicking the input field expands the list of all currently registered account users. You can 

place members in the Workspace you are creating by scrolling through the list or entering a name or 

company name.

• List

- Account User List : Profiles, company names, names, and IDs of all users who use the Remote and the 

Workspace they belong to are displayed. Users who do not have a workspace are displayed in red.

- Workspace List : A list of all currently active Workspaces is displayed. In the list, the Workspace name, 

the name of admin who create the Workspace and validity date of the Workspace are specified. 

Workspaces that have expired are marked in red and must be manually deleted by the administrator.
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• Member placement

Users can be placed in the Workspace directly from the list.

- Select and check the user you want to move, and 'Move Workspace' button is activated. 

- If you click 'Move Workspace' button, the list of currently created Workspaces is expanded, and you 

can select the Workspace you want the user to be placed in.

Screen where users are selected for workspace 

placement     

Completed screen to move Workspace

A screen with an expanded list of workspaces 

from which you can choose to move.

• Workspace Edit / Delete

You can edit and delete Workspace information by clicking the more button on the right of each 

Workspace title area. 
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Deleting a Workspace does not delete members' account authorities. If you want to change the 
account user’s authorities, use ‘Manage Accounts’ menu.

You can see a list of all calls in the last 30 days. In the list, the unique ID of each call, Call ID, call time 
and duration, Workspace name in which the call was made, caller and call participant are displayed. If 
the call participant uploads a recorded video, you can check the video information with the shortcut 
button. 

The call list lookup period can be changed using the drop-down menu.

2. Call List 

View 

View 

View 

View 

View 

2020-07-08 ~ 2020-08-06 Last 30 Days
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When a user uploads a recorded video after a remote support call, it is folderized by Call ID and 

displayed as a list. Call ID, caller, and call time, which are unique information of each call, are displayed 

on the folder.

2020-07-08 ~ 2020-08-06 Last 30 Days

3. Video List

Click the folder you want to view videos to view all the videos uploaded for that call. Since multiple 

participants can record and upload video in a single remote call, video as many as the number of 

participants can be uploaded to the video list.

For each video, the thumbnail image of each video (Image at the start of recording for each video) , the 

company name and name of the uploader, video playback time and tag information are displayed. If 

the uploader has not entered a tag, it is displayed as -.



18

User Guide

Video playback is possible after download, and when downloading a video, the number of downloads 
is deducted based on Call ID. Check the number of downloads remaining above the video list.

Note that the number of downloads is based on Call ID, so if you download the same video 
multiple times, the number of downloads will be deducted. 

This menu is only active for users who are in subscription with Trial, Pro plan. 

Since Direct is a default feature of MAXWORK Trial / Pro, the same list of users as Manage Accounts is 
displayed, but you can check some additional information related to Direct use.

06. Direct 

1. User List

• Device Used : Displays  the last device in which the user has logged in to Direct(mobile or smart 
glasses).

• Last Accessed : Displays the last used date by selecting the Direct menu in the MAXWORK app.
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This menu is only active for users who are in subscription with Trial, Pro plan. 

Displays a list of users who have been granted the Create authority in Manage Accounts.

07. Create 

1. Creator List

• Project Created : Displays projects created by the user connecting to Create. Clicking on the 

generated project switches to the detailed screen of the selected project. If there are two or more 

projects, it is displayed as 'XX other than the most recently created project name', and clicking the 

button opens a list of all projects created by the creator. You can move to the detail screen by 

selecting a project on the list.

• Last Accessed : Displays the date the creator has accessed lately.

There must be at least 1 creator to create projects and tasks to use Direct. If there is no user in the 

Creators list, grant Create authority to a specific user through ‘Manage Accounts’ menu. Create 

authority can be granted in 'Access Info’ menu when registering a user or modifying information.
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You can see a list of all projects created by the creators of your company on the Create site. 

2. Project List

• Project Name : Displays the name of each project.

• Project Owner: Shows the Creator who created the project. Management authorities such as 
modification/deletion of each project are reserved only by the owner of the project authorities.

• Date of Creation : Displays the date the project was created.

• Task Details : Click ‘View Details’ button to check the list of tasks under the project. If there are no 
subtasks, it is displayed as -. 
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GB

• Task name : Displays the task name. 

• Target : Displays the target of the task. With a single click of both the image and the QR code, you can 
switch to the full view mode and print the target.

• Date of Creation : Displays the date the task was first created.

• Last Modified : Displays the date the task was last modified.

• Status : If a task has been created but has not yet been published to Direct users, it is marked as 
‘Unpublished’, and marked as 'Published' if it has been published.

You can check the information for each feature of the purchaed plan and usage status on dashboard.

08. Statistics

1. Trial / Pro users
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Content

If you delete Create content, you can reserve 282.27 MB of storage space.

Delete Create content 

Content

• Remote Dashboard : Displays the graph of the number of calls and calling duration of the last 7 days. 
If you hover your mouse over a specific graph, you can check the number and time of calls made on 
that date. At the bottom of the graph, the cumulative number of calls and call duration for the entire 
period from the start of service use to today's date are specified.

• Create Dashboard : You can check the number of tasks and projects that are currently created. You 
can check the posting status of the task through the pie graph.

2. Lite users 

• Storage Info : Displays the storage space in use versus the total storage space held. The occupied 
space for each feature is displayed separately, and you can check the detailed figures for each 
(Remote / Create) by hovering the mouse over the bar graph.

• Purchased plan : Displays the name of the purchased plan, number of accounts, and the storage 
space. 

• Account Info : Displays the current account registration status.

You can check all items except for Create Dashboard the same as for Trial / Pro users.

For users who changed the plan from Trial to Lite, you can free up storage space exclusively for 
Remote by deleting Create content. Once the content is deleted, it cannot be restored. 


