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DEPARTMENTS

SET UP

A department must be set up in order to link invoice items to a specific
department, e.g. Sales. If a site is selected, then the department will pull
through on the Sales Order and Sales Invoice item lines automatically. If you
have more than one department, you must select the relevant department for

each line.
Departments need to set up to categorise Contracts.

If you have a segmented ledger and post general ledger entries based on
departments, you need to ensure that Sales Orders, Sales Invoices, Contracts

and Employees are linked to a department.

An employee can only be linked to one department type but can be linked to

that department type in more than one site.

Ribbon Access: Configurator > Departments > Departments
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The Departments screen will be displayed. This screen is divided into two

frames:

i. Sites

ii. Department Associations

Department Associations will be addressed further on in this manual.
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SITES FRAME

The Sites frame lists all the sites linked to this company.

" Note: Each site has an expand button in front of it. If this button
is bold, that shows us that there are already departments linked
to this site. If the expand button is faint then that particular site

has no linked departments.

In this image you can see that Durban and Pretoria have linked Departments
(bold expand button) and Cape Town and Johannesburg do not have any
linked departments (faint expand buttons).

* Click on the expand button in front of one of the sites.
* In this image Durban has been selected.
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DEPARTMENTS FRAME

* The Departments frame for this site will be expanded.

* Here you can view a list of all the departments currently linked
to this site.

* In this image, there is a
* Sales
* Technical and
* Development

department currently linked to the Durban site.

Help v2.5.1.4 - Pg 4 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



o=
Set Up

Departments - PO Configurator: Version 100,12 - Example Company
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ADD A DEPARTMENT

* Click in the final row of the Departments frame. This row will
now be ‘activated' and you can now type in the new department
details.

* DEPTDepartment: Type in the code for this new
department.
* DEPTDepartment Description: Type in a descrip-
tion for this new department.
e Status: This will auto populate with A - Active.
®" (You will note that the Associations frame
has populated with an Item Type data grid
and the frame title has changed to New
Department... Associations as you clicked
on the new row. This will be addressed fur-

ther on in the manual).
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* When you have finished entering the new department details,

either press Tab or Enter on your keyboard.
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* A Confirmation message box will pop up asking;
* Are you sure you want to save changes to this
department?
* Click on Yes.
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* As you click on Yes, a new row will be created in the currently
open Departments data grid.
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* A Select the applicable items screen will pop up.
* Here you can click on the check box(es) to link this new depart-
ment to any or all of the site(s) listed in this screen.
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* In this image, a site that already contains departments (Durban)
has been selected as well as a site that has no departments linked
to it (Johannesburg).

" Note: Until this point, Johannesburg had a faint
expand icon - indicating no linked departments.

* When you have made your site selection(s), click on Accept.
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* The new department details will be saved in the selected sites.

* The new row will now be ‘activated'in the open Durban Depart-
ments data grid.

* You will note that Johannesburg now has a bold expand button.
Click on this button.
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* The Johannesburg Departments frame will be expanded. Here

you can view the newly added department details.
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* Collapse all the open Department frames when you have finished

adding departments.
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VIEW DEPARTMENT ASSOCIATIONS

* In the Departments screen, select a site by clicking on the expand
button in front of that site.

* In this image, Durban has been selected.
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* The Departments frame for Durban will be expanded.

* Click anywhere in the row of the department that you wish to
view the associations of.
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¢ In this image, the Sales Department has been selected
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* The Department Associations frame will now populate with all
the associations linked to this department.
* Note: You will see that the title of the frame has
changed to Sales Department Associations. If the
Technical Department had been initially selected, the

title would have changed to Technical Associations.

ADD AN ASSOCIATION

* Click in the Item Type text box in the final row of the Asso-

ciations data grid.
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* A drop-down arrow will be revealed. Click on this arrow to dis-

play the Item Type menu.
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* Click on the Item Type that you wish to associate with this

department.

* In this image, Employee has been selected.

R H

Sovelayt Werdpaces

1 B Dutwn
8, DEFTDépartment

B Dev
(Centre

B e
Cape Ty
1 Johamestury

Departrnents - BPO Configuratar: Version 100,12 - Erample Company

a

Reesh
G
P meneizonn Ska
s Do A
Tedvicd A
Jestgrent A
ClCkebegwment

- 0

¥
7
L_U/__!mﬁmn_um Comay Corbt Dewieen Anfemucs Ity Rty S Shelirg lenty Seves Sukb - @ X

X

Sales Department Association
[temType [temTypelies [mmiode [t
. CusT Cltomer CUs0] Cagh Sabet Account
B Ermplves HARDOL Chts Hlyros Alterdee
B Bge MO Sentee
l QusT Cltimer TES001 Yéung Elecire
Bt froiyee MONL Doty
B Employee TH segh Treber
BR Eirgdiyed ESm Jeff ey
B Emghoyes YN Joal lames
B g MO Aogale
l B Ergliyes [T Tieeemy Du ot
OF  Come  DEBN ety imeigSopofGoodes
| CusT Clatomer AFRO01 Aopee hace [rc
QT Customer GREON (it Ny Coemar
a5 Geme €0 Nevwirgadlps
l QusT Custimer oM C03Test G,
nl3g Clsstomer STAODL S and Lopes
CusT Customer Tl {1 Supples
l CusT Custimer CoR000 (and Books
0
Trpe  ADuopn
A A
QST Customes
| B m
P Fnctona Lacatin
I ek liem
|PRO]  Progect
WR ek
4

Wy 5

Help v2.5.1.4 - Pg 21 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




o=
Set Up

* The Item Type and Item Description text boxes will now pop-
ulate with the selected details.
e Click in the Item Code text box.
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* An éellipsis button will be revealed.
e Click on this button to display the Select the associated
employee pop up screen.
" Note: This pop up screen will change according to
your initial Item Type selection. If, for example, you
selected Asset, then the correlating pop up screen

would be Select the related asset.
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* Click on the row selector in front of the employee that you wish
to link to this department.
* Click on Ok.
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e The selected employee details will now populate the Item Code
and Item Name text boxes.
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* Press Tab or Enter on you keyboard.

* An Update message box will appear asking;
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* Are you sure you want to save the changes to this
association?
e Click on Yes.
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* The details will be saved and a new row will be created in the
Associations data grid.

b_/\ v Depariments - 890 Configuiatar: Versson 1.0.0.12 - Exarngle Company
Ummuwmymmmummmmmmmmmm-ﬂ:

R B
Swvelayout Workspaces | Refresh
Sites Sales Department Associations
Steespbon lemTroe  fienTypeDes: lemCode  lbembame
+ H Db QusT Clitirer s Cah Saies etsant
o [EMepament | DFTDewmenDesaoton St bR Employee HARGDL  Chvi Maymes Atiendes
" Sl Bepariment i B Erployet BaL01 Susan Cooper
Tech Techvicl A T (latorer YESOO1 Yourg Bectrc
& ey Develsprent A B Englyyee WONl Mg
CLenbe Cal Cenlre Department. A B Erpiet ™ Jieoh Tt
¥ BML Erployes EDO1 Ed Jones
B hea B Bwm MO kb
Cape Town BAL Ergloyes EHEH  JeifRien
B Xwrehg ] rplopee K0 odime
BR Emplet N A
B Erployee bUToR: Tamey [u Tat
fust Cugtomer THEOOOL  The Wery Interesting Shop of Goodles
CusT Clakmer AL Apfe e [
(st Cinbomer (REOT Creatbiew Customer
ot Cltomer HETR Hetwariing and Lapiogs
CuET Cdlirwr COMMl  COITestCo.
st {ustomer STab01 $1an and Lope:
CusT Clates a0l T Sugpes
CuaT Custormer GOB000 L 300d Bkl
BR Enployee ol ben Johrtn
il v
Cpemindous LT T

Help v2.5.1.4 - Pg 28 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




o=
Set Up

Note about Sub-Departments

* In the Durban Departments data grid, you will note that one of
the departments; Development, has an active /bold expand but-

ton in front of it.
* This indicates that there is one or more linked sub-departments.

* Click on this expand button.
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* The Development Department frame will be expanded.
* Here you can view two linked sub-departments:
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* Coding and
* Documentation.
® Note: As you clicked on the Development

Department expand button the Asso-
ciations screen title and data grid content
changed to the correlating Development
Associations.

* In this image, no associations have been added to this department

yet.
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* Click anywhere in the row of one of the sub folders.
* In this image, Coding has been selected.
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* You will see that as you clicked on the Coding Department row,
the Associations frame title and data grid content changes to the
correlating Coding Associations.

* |n this image, no associations have been added to this

department yet.
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* When you have finished working in the Departments screen, col-
lapse the open data grids and close the screen
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