
Welcome to the 
Grammarly Business 
Onboarding Guide
Grammarly Business is an AI-powered writing assistant 

that helps you and your team communicate more 

confidently and consistently while staying on brand—

even while reaching your goals faster. 


With our new desktop solution supporting better writing 

across a wide range of web and native applications, 

Grammarly Business works where you work.

1. Introducing your writing assistant
Finding your competitive advantage is easy with Grammarly Business and its robust communication features. 


Communicate with confidence 
and polish


Grammarly’s correctness suggestions catch and remedy spelling, 

grammar, and punctuation mistakes so your writing gives the 

right impression. Clarity suggestions help ensure your wording is 

concise and clear. That way, you can focus on getting your ideas 

out there rather than spending time fiddling with your phrases.

Grammarly also helps polish your writing so it’s engaging, 

effective, and on-brand. Grammarly’s engagement 

suggestions sharpen word choice so your message is 

strong and compelling, and delivery suggestions ensure 

your writing comes across as you intend, every time. 


Correctness

Suggestions about spelling, 

grammar, and punctuation 

are underlined in red.

Clarity

Suggestions for making your 

writing easier to understand 

are underlined in blue.

Engagement

Suggestions that make your 

writing more compelling, like 

word choice improvements, 

are underlined in green.

Delivery

Suggestions that help you 

craft your message with the 

appropriate tone and attitude 

are underlined in purple.

Write more efficiently and improve 
over time


You don’t need to choose between quality and speed. 

With the ability to quickly save and insert pre-written text 

snippets, you can stop typing the same sentences over 

and over and use your time for meaningful work.

And with real-time feedback and weekly email 

summaries detailing personal writing statistics and 

achievements, Grammarly helps you become a  

better writer the more you use it.

Ensure you’re consistent and  
on-brand, wherever you’re 
working


Writing for yourself is different from writing on behalf 

of your team or organization.


Grammarly Business makes it easier for you to deliver 

consistent, on-brand communication in any situation. 

Instead of a static style guide hiding in your intranet, 

Grammarly Business gives you real-time feedback on 

your organization’s style and brand tones—whether 

you’re writing a client email or drafting a project plan. 

Dear Nadia,


After checking with my team, I confirmed that we overcharged you by $200.


I have cleared the outstanding balance on your account. You do not need to take 

any further action. If there is anything else I can help you with, please let me 

know.


Sincerely,


Kenji

From

Re:Refund

Send Discard

kenji.w@acmeco.com

AcmeCo Tone Detector

How this may sound to readers:

Optimistic ON-brand

Keeping your tone positive helps us support our brand.

Direct

2. Installing Grammarly Business
If your team has centrally deployed Grammarly Business, you’re all set.


To check if your team has installed Grammarly, open your computer’s applications folder and search “Grammarly”. 


If Grammarly Business is not installed, please follow these instructions for  and these instructions for . 
Windows Mac

3. Writing and editing with Grammarly
With Grammarly Business installed, you’re ready to go. Look for the Grammarly G logo in your toolbar or taskbar. 

To start using it, simply open a website or application, start writing, and the Grammarly widget will appear near the 

text field. Click to open and view your suggestions.


Here are a few things to try to make sure Grammarly Business is working for you:

Write an email or chat message to a colleague



Open Outlook, Gmail, Slack, Teams, or your preferred email or messenger client and start typing. You'll see your 

suggestion count displayed on the Grammarly widget. Click to review your suggestions.


Correctness · Change to sound more fluent

...can handle   word-choice mistakes...classical classic

classic typical

Accept Dismiss

Explore the suggestions and tone 
on an existing document 

Open an existing document in Word, Pages, Hubspot, 

Confluence, or other applications where you can write 

and edit long-form text. Click the Grammarly widget to 

view more. 


You can also click the emoji in the bottom-right corner 

to learn more about any tones detected in your writing. 

brett.y.acmeco@gmail.com

Hey!


Have you used Grammarly's tone detector?


It helps you deliver your message the way you intend. Before I send my emails, I always check to make sure 
that I come across as joyful, confident, and friendly. After all, it's not just what you say, but how you say it that 
matters. I think you'll love it!


Grammarly Tone Detector

How this may sound to readers:

Confident

Direct

Joyful

beta Help us improve by providing your feedback above.

Create your first snippet



Have a phrase, sentence, or paragraph that you write 

regularly? Instead of typing it out every time, go to your 

to create a snippet that you can insert with a 

single keystroke. You can also choose which character 

will activate the snippet.


Here are examples of snippets we use at Grammarly:

Account 

Closing thank you messages for emails

Job description intros

Answers to frequently asked questions

4. Fine-tune your experience

Now that you have seen what Grammarly Business can do 

for you, take it a step further and customize your experience.



Control where Grammarly works for you 

Grammarly only works where you want it to. To stop 

Grammarly from activating in specific applications or 

sites, right-click on the Grammarly widget and options 

for turning Grammarly off will appear. 


To view or change where you’ve deactivated it, right-

click the Grammarly widget and click Settings.  

.See full instructions here

The following can be adjusted in your  by visiting 

account.grammarly.com.



Account

Set your primary language

Select your primary language to ensure that 

Grammarly’s writing suggestions will be the most 

relevant to you. Setting this up will also help multilingual 

English speakers .

 here 

sound more fluent in writing

Customize your writing style 

You can turn different categories of suggestions on or 

off, depending on your goals. For example: Don’t use 

Oxford commas? Turn off those suggestions!

here 

Add to your personal dictionary 

Add unique words or proper nouns to your dictionary  

so they don’t get flagged as misspelled.

here 

See your team’s customizations 

View any , , or  that 

have been set up by your account owner. Don’t see any 

or have suggestions? Contact your team lead or 

account owner.

style guides brand tones snippets

Compose

Inbox 3

Starred

Snoozed

Sent

Drafts 1

Spam 3

Trash

Categories

More

Meet

New meeting

Join a meeting

Hangouts

Sign in

Search mail

1–50 of 2,619

Email Subject Inbox

Recipient Name <email@domain.com> Unsubscribe

to me

9:14 AM (8 hours ago)

Aliqua id fugiat nostrud irure ex duis ea quis id quis ad et. Sunt qui esse pariatur duis deserunt mollit dolore 

cillum minim tempor enim. Elit aute irure tempor cupidatat incididunt sint deserunt ut voluptate aute id 

deserunt nisi.

Looking forward to it! We will be there! Thanks for the update!

Reply Forward

New Message

Subject

Recipients

Cc Bcc

Send

Happy writing!

-The Grammarly Team

5. Troubleshooting & feedback

Share feedback to improve your experience 

We want to build solutions that fit your needs, so we encourage you to provide feedback about your experience.  

To give feedback, click the Grammarly widget while you’re writing and then click the comment box icon.


Learn more or get help 

Visit our  to learn more or get help troubleshooting.help center
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Type of 
suggestion

Short explanation 
of suggestion

Leave product feedback 
for Grammarly

Choose from suggested 
synonyms

Accept or dismiss 
suggestion

Add a word to 
your personal 
dictionary

Flip through all the 
suggestions by clicking 
the right and left arrows

Access Settings

Learn about your 
tone by clicking 
the emoji

notion.so/ Mortgage-Repayment-Plan

Mortgage Repayment

Mortgage 
Repayment Plan

Turn off Grammarly on Notion.so

Turn off Grammarly on Notion.so for 30 minutes

Settings...

Quit Grammarly

AcmeCo

https://drive.google.com/file/d/1Iyl9IeIqok72XAAgQjUe9DuBdStperBG/view?usp=sharing
https://drive.google.com/file/d/1oHoblRgLQw9ha2VVU5EUBzodxT4Z-p5W/view?usp=sharing
https://account.grammarly.com/admin/snippets
https://support.grammarly.com/hc/en-us/articles/4406998780813
https://account.grammarly.com/
https://account.grammarly.com/customize/language
https://www.grammarly.com/blog/fluency-suggestions/
https://account.grammarly.com/customize/suggestions
https://account.grammarly.com/customize
https://account.grammarly.com/admin/style-guide
https://account.grammarly.com/admin/brand-tones
https://account.grammarly.com/admin/snippets
https://support.grammarly.com/hc/en-us

