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0 1  ·  T H E  S H O R T  V E R S I O N

Personal plans are built for one person. Team
is built for the company.
Most companies start with a few people expensing Pro or Max. It works until someone asks where the client data

went, who owns the project everyone depends on, or why five people pay for the same thing five different ways.

Claude Team answers those questions with one organization, one bill and one set of rules.

PERSONAL (PRO OR MAX) CLAUDE TEAM

Who pays Each person, on their own card or app

store

The company, one invoice

Price (USD, before tax) Pro $20 a month ($17 annual). Max

$100 or $200 a month

Standard seat $25 a month ($20 annual). Premium

seat $125 a month ($100 annual)

Size One person 2 to 150 seats

Model training on your chats Each person's own choice, on by

default unless they turn it off

Off by default, under Anthropic's Commercial

Terms

Who owns the work The individual The organization

Admin controls None Admin console, roles, domain verification, SSO, org

policies

Sharing Public links Projects and chats shared inside the org, with admin

limits

Connectors and skills Each person sets up their own Owners turn them on for everyone

Claude Code Included Included in every seat, with org managed settings

Usage Pro baseline; Max is 5x or 20x Pro Standard about 1.25x Pro; Premium about 6.25x Pro

per session. Optional usage credits

The one rule for your rollout: configure the org first, invite people second. Most of the defaults are open, and the invite link is

live from day one.
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0 2  ·  S A M E  E M A I L ,  T W O  A C C O U N T S

Joining a Team does not erase anyone's
personal account
One email can hold a personal account and an organization account at the same time. People switch between

them from the account menu in the lower left corner. The blue check shows which one is active, and each

account keeps its own chats.

Personal account active. Settings, usage

and plans. Nothing to manage beyond

yourself.

Team account active. Two new entries

appear: Organization settings and Analytics.

What this means for your people

They decide what moves. When they accept the invite they can keep both accounts, or move their personal history into

the org. Section 11 covers the choice.

Work goes in the work account. Tell people plainly: client work, company files and shared projects live in the Team

account from day one.

Check the corner before you paste. The most common early mistake is working in the wrong account. The name next to

the avatar (here "Szdlabs" or "Max") tells you which one you are in.

Inside the Team account, Projects gains two tabs a personal plan does not have: Organization and Shared with you.
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0 3  ·  Y O U R  D ATA  S TAYS  O U T  O F  T R A I N I N G

The strongest reason to move, and the easiest
to miss
Since Anthropic's consumer terms update in 2025, Free, Pro and Max users choose for themselves whether

their chats and coding sessions train Anthropic's models. If they allow it, Anthropic keeps that data for up to five

years. Team runs under the Commercial Terms instead: by default, Anthropic does not train on Team chats or

coding sessions.

Personal account, Settings, Privacy. "Help improve our AI models" is the personal training switch. Here it is locked off with the note "Off for all

emails using your domain", because the Team org verified the szdlabs.io domain.

A side benefit we saw in our own org: once the company domain was verified in the Team org, the personal account on that

domain showed training switched off for every email on the domain. Verify your domain early (section 12, step 4).

Team admin, Data and privacy. There is no training switch to flip. Admins control exports and feedback instead.

Exceptions Anthropic lists for Team: feedback people submit with thumbs up or down, an explicit opt in, and its Development Partner Program. Chats

stay until deleted; deleted chats leave Anthropic's back end within 30 days. Custom retention periods are an Enterprise feature.
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0 4  ·  O N E  A D M I N  C O N S O L E

Every setting for the whole company, in one
place
Owners and Admins open it from the account menu, Organization settings. The left rail is the map: organization,

billing, usage, data and privacy, capabilities, members, then one page per product.

Organization and access. Seats and members at a glance, a setup checklist, and Organization instructions: text Claude follows in every

conversation across the org, ahead of each person's own preferences.

Use Organization instructions for the few rules that should never depend on memory: how to handle client data, required

disclaimers, house formatting. Changes can take up to an hour to apply.
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0 5  ·  M E M B E R S ,  R O L E S  A N D  S E AT S

Who can do what, and who gets the bigger
seat

Members. Each person has a role and a tier (seat type). Export CSV gives you the roster for finance.

Four roles

Primary

Owner

One per org. Owns the org's data and can

request a full export.

Owner Buys seats, sets policy, manages Admins

and Owners.

Admin Invites and removes members.

User Uses Claude.

Two seat types

Standard covers most people and includes Claude Code.

Premium adds usage, about five times a Standard seat. Mix

them freely and move people between them as their use

changes. Members do not see which seat they have.

Add member. Paste a list of emails or upload a CSV, then set role and

tier for the batch. New seats are prorated and charged right away.

Watch your seat count: a pending invite holds a seat as soon as it is sent, and invites expire after 21 days. Seat reductions

only take effect at renewal, with no prorated refund, so add seats as you need them rather than all at once.

Add a second Owner on day one. The setup checklist asks for it for a reason: if the only Owner is out, nobody can buy seats

or change policy.
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0 6  ·  B I L L I N G  A N D  U S A G E

One invoice, and a plan for your heaviest users

Billing. One plan, one payment method, one invoice. Two Standard seats on monthly billing come to $50.

Personal Max 20x usage. A five hour session limit and a weekly limit.

Team, Usage. Usage credits keep people working past their seat's limit,

billed at API rates with caps you set.

Your Max 20x people will notice. A Premium seat is about 6.25 times Pro per session. Max 20x is 20 times. If someone

lives in Claude Code all day, turn on usage credits with a monthly cap for the org and per person, or expect complaints in week

one.

Since October 7, 2026 Team plans also earn monthly API credits ($20 per Standard seat, $100 per Premium seat, pooled, capped at $500 a month)

once a Console organization is linked after seven days on the plan. Unused credits expire each cycle.
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0 7  ·  S H A R E D  P R O J E C T S  A N D  C H AT S

The project everyone depends on stops living
in one person's account
On a personal plan, a great project (instructions, reference files, a working prompt) belongs to whoever built it. In

a Team org it can be shared with specific people, or published to the whole company under the Organization tab.

Data and privacy, Sharing. Each kind of sharing has its own switch: chats, chats that use connectors, sharing with everyone, sharing outside the org,

cloud sessions, projects and public projects.

Our default settings for a new org

Share projects and Public projects: on. This is where the value compounds. Seed two or three company projects before

you invite anyone.

Share chats externally: off until you have a reason. It lets people invite outsiders to a chat by email.

Share chats that use connectors: your call. Recipients see Claude's answer but not the underlying connector data.
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0 8  ·  C O N N E C T O R S  A N D  S K I L L S  F O R  E V E R Y O N E

Turn a tool on once instead of twenty times

Connectors. An Owner enables a connector (Google Drive, Gmail, Asana, GitHub and more) for the org. Each person still signs in with their own

account, so they only see what they already have access to.

Keep "Let members request connectors" on. Requests

land on this page, which tells you what people actually

need.

Only Owners can add custom connectors on Team, and

Owners can set each connector tool to always allowed,

needs approval, or blocked.

Skills work the same way. Owners upload company skills

under Plugins and skills and every member gets them.

Skills need code execution turned on.

Plugins and skills. One inventory of every skill and plugin the org

governs, including the ones members made for themselves.
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0 9  ·  G U A R D R A I L S  Y O U  S E T  O N C E

Decide how much Claude can do without
asking
Capabilities is where you set the org's risk posture. These switches apply to every member, so set them before

people arrive.

Capabilities, Tool approvals. "Automatically approve" lets Claude act on its own and pause on anything unsafe. "Skip all approvals" and "Always

allow" for connector tools remove the pause entirely. Both of those ship off; leave them off until you have a use case.

Code execution and remote sessions. Network egress, a domain

allowlist for the sandbox, computer access and routines.

Memory. One switch for the org. Memory stays private to each person.

Decide memory on purpose. Anthropic's notes and our

live org did not agree on the default, so check the switch

rather than assume.
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1 0  ·  C L A U D E  C O D E  F O R  T H E  T E A M

Every seat includes Claude Code. Set the rules
before the developers do.

Claude Code. Managed settings, desktop and cloud sessions, Remote Control, and code review.

Managed settings override user and project settings across the CLI, IDE and desktop app: permissions, allowed

directories, plugin marketplaces. They need Claude Code 2.1.38 or later. One policy covers the whole org on Team, and

Anthropic describes them as a client side control, not a security boundary.

Cloud sessions and Remote Control let people run or continue coding sessions from the browser or phone. Remote

Control gives a session full access to that person's machine, which is why it ships off.

Fast mode bills from usage credits at a higher rate, so it only works once credits are on.

Claude Team Onboarding Guide 11



1 1  ·  M O V I N G  E A C H  P E R S O N ' S  A C C O U N T

Three choices at the invite, and one of them is
final
When someone with a personal Pro or Max plan on the same email accepts the invite, Claude asks what to do

with the personal account.

CHOICE WHAT HAPPENS BEST FOR

Keep both Personal account stays as it is. Nothing moves. Their personal

subscription keeps billing.

People who use Claude for

life outside work too

Move to the org, bring data Personal account closes. Chats, projects and memory move into

the org. Pro or Max is cancelled with a prorated refund.

Accounts used only for work

Move to the org, delete data Personal account closes with a prorated refund. Nothing moves. A clean start

Moving is one way. Once history moves into the org, the company owns it. Anyone who mixed personal and work use

should keep both and rebuild the few work projects they need inside the org.

What moves

Chats and the artifacts inside them

Projects, project instructions and files

Memory

Some Claude Code personal settings

What does not

Custom skills and custom connectors

Connector and app sign ins

Published artifacts and public share links (these stop

working)

Cloud sessions for Claude Code and Cowork

The Apple trap. Refunds are automatic for plans bought on the web or through Google Play. If someone pays through the

Apple App Store, moving does not cancel it. They must cancel in their Apple ID settings, or Apple keeps charging.

People who change their mind later can still move: Settings, Account, "Close your personal account". A person can also belong to more than one

Team or Enterprise org.
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1 2  ·  T H E  R O L L O U T  P L A N

Configure first, invite second, lock down last
Anthropic does not publish a rollout order. This is the one we use.

Before you create the org

1 Take inventory. Who pays for Claude today, on which plan, through which store. Who uses Claude Code daily. Who

has public links or published artifacts other people rely on.

2 Pick seats. Standard for most people. Premium for the people who hit limits on Max today.

Day one: set up the org

3 Create the org at claude.ai with a company email (Gmail and other public domains cannot create one). Choose Team,

then monthly or annual billing. Buy only the seats you need this week.

4 Verify your domain before anything else on it. Anthropic gives you a TXT record; add it at your DNS host (Host @)

and wait for the check to pass. SSO needs a verified domain, people on your domain who sign in through your SSO

skip the email check, and in our org it also locked model training off on personal accounts on the domain. Then add a

second Owner.

5 Set the policy: sharing (section 7), capabilities and memory (section 9), connectors and skills (section 8), Claude

Code managed settings (section 10), Organization instructions (section 4), usage credits and caps (section 6).

6 Seed two or three company projects with the instructions and files people need on their first day.

Domain verified. One TXT record at your DNS host (token blurred

here). SSO sign-ins on the domain now skip the email check.

Organization and access, lower half. Domains, SSO, provisioning, the

invite link (blurred here) and approval rules.
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1 2  ·  T H E  R O L L O U T  P L A N ,  C O N T I N U E D

Invite with intent
Week one: invite

7 Invite by email, not by link. Email invites let you set each person's role and seat. The invite link is on by default,

approves anyone with an allowed email domain automatically, and gives the lowest seat tier. Turn it off until you want it.

8 Send people a one paragraph note before the invite: which choice to pick (section 11), the Apple App Store

warning, and where the company projects are.

9 Rebuild what does not transfer: each person signs back in to their connectors, re-adds any custom skills, and

replaces public links that broke.

Weeks two to four: lock down and tune

10 Turn on "Restrict organization creation" so nobody starts a new personal account or side org on your domain. It

does not touch accounts that already exist.

11 Set up SSO when you are ready. Add every user to the identity provider app first. Requiring SSO locks out personal

accounts on your domain that are not in the app, so warn people to export anything they need.

12 Review usage weekly for the first month. Move people between Standard and Premium, adjust credit caps, and

approve the connectors people request.

Team home. Until setup is done, the home screen keeps reminding Owners of the next step.

Claude Team Onboarding Guide 14



1 3  ·  W H E N  T E A M  I S  N O T  E N O U G H

Know the line before you sign
Team covers most companies under 150 people. Look at Enterprise if you need any of these:

More than 150 seats

SCIM provisioning or audit logs

The Compliance API or custom data retention

Claiming personal accounts that already exist on your

domain

Custom roles, groups, or skills for some groups only

IP allowlisting, customer managed encryption keys or US

only inference

HIPAA readiness with a BAA

Usage based billing without per seat caps

A self serve upgrade from Team to Enterprise keeps chats, projects, members and roles, and cannot be reversed.

The one page checklist

About SZD Labs. SZD Labs helps small and mid-sized companies put Claude to work: setup, policy and hands-on training

for the people who will use it. szdlabs.io

Sources
claude.com/pricing

support.claude.com: What is the Team plan (9266767); Purchase and manage seats (12004354); Roles and permissions (9267276); Move your

personal account to a Team or Enterprise organization (9267400); Manage members (13133750); Manage usage credits (12005970); Control

project sharing (9927533); Use connectors (11176164); Provision skills (13119606); Claim and migrate accounts (14625619); Monthly API

credits (17154008)

privacy.claude.com: Model training (7996885); Data retention for organizations (7996866). anthropic.com/news/updates-to-our-consumer-terms

code.claude.com/docs/en/server-managed-settings

SZD Labs is independent and not affiliated with Anthropic. Claude is a trademark of Anthropic. Screens from a live Team org on October 26, 2026,

with names, emails, payment details and links blurred. Anthropic changes plans often; check the sources before you buy.

Inventory who pays for Claude today, and how

Create the org with a company email; buy this week's seats

Verify the domain; add a second Owner

Set sharing, capabilities, memory, connectors, skills, Claude Code and usage policy

Write Organization instructions; seed company projects

Turn off the invite link; invite by email with role and seat

Tell people which account choice to make, and warn Apple subscribers

Rebuild connectors, skills and broken links

Restrict organization creation; set up SSO

Review usage weekly for a month
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