Updated: September 29, 2014

This document will walk you through:

Navigating to the DepartMents PAJE .......cccccveeecirereieereeerteeeesteesresssesseseesesseseesessesessessns
AdAING 8 DEPAIIMENT .....eceeeteeeeeteeeeteeetetees et e st ste st et e e et e s se e e et e s esesaesessassesassasaesansanes
Editing 8 DEPAITMENT ..ottt ettt et s et s ettt et s et sesenes
Deleting @ DEPAITMENT.......cc.ccviririreirerteesenterese st eestese e st e ae st ssessesassestsassessesessessssesesassensons
Assigning a Department t0 @ RESOUICE ........covevevireriiineieeneeesesteessesteessesessessesessessesessenes



Navigating to the Departments Page

Navigating to the Departments Page

1. Hover over your name in the upper-right corner of the browser window.

2. Click Company Settings.

{Help Desk) (Signout) | John Doe

My Messages

My Settings

User Administfation

User Profile

Activities
Select calendar:
Exhibit Spaces

Journals

My Widgets
Select view: My Media
13 _Month About EbLihk
(@ 92472014 | Company Settings

3. Click Departments.

[Choose asection - ILecly

Department Name Abbreviation Rank
Operations Ops 0 ®
Food and Beverage FaB 1

=13 T 2 ®



Adding a Department

Adding a Department

1. Click +Add.
Choose a Section L) Departments
Calendars Department Name Abbreviation Rank
Tag Group
User Summary Operations Ops 0 ®
User Management
3 Food and Beverage F&g 1
@IT m 2 ®
Multiplier Settings =L
Departments

2. Type a department name. *Required
Type a hexadecimal color code for the department.

Type a numeric rank for the department. The departments will be listed by ascending rank, with
lower numbers first.

5. Type an abbreviation for the department.
6. Click Save.

Add Department »x

Department Name: |Secu rity |

Color: #cc00cc W

Rank: |3 |

Abbreviation: |5ec |

\ Cancel




Editing a Department

Editing a Department

1. Click the pencil-and-paper icon next to the department.

Choose a Section | Departments

Calendars Department Name Abbreviation Rank

lag Group

User Summary Operations Ops 0 @
Food and Beverage FaB 1

s dLar s @ Security Sec 3 ®

Departments i

Type a department name. *Required
Type a hexadecimal color code for the department.

4. Type a numeric rank for the department. The departments will be listed by ascending rank, with
lower numbers first.

Type an abbreviation for the department.
6. Click Save.

Edit Department ®

Department Name: |IT |

Color: #00ff00 N

Rank: |2 |

Abbreviation: |IT |

\ Cancel




Deleting a Department

Deleting a Department

1. Click the circled X to the right of the department.

Note: departments that are in use cannot be deleted and will not have a circled X.

[Choose'aSection &) Departments
g5kt Department Name Abbreviation Rank
Operations Ops 0 ®
Food and Beverage F&B
@IT I 2 18:
St I Ak @ Security 3
Departments <Add

2. Click OK to confirm that the department should be deleted.

The page at templates-staging.ebconnection.com says: x

Are you sure you want to delete this Department (Security)?

OK Cancel




Assigning a Department to a Resource

Assigning a Department to a Resource

1. Hover over Resources.

2. Click Resource Library (new).

Sales AddressBogh Resources Invoicing Reports

Calendars

Home
N Resource Library (new)
event b00k| ng Price Lists (new)

Sets / Categories (new)

bsolete)
Choose a Section Departme Feia

Depart] Abbreviation Rank

L

3. Click the resource item to which you would like to assign a department.

INFO VIEW

Audio Visual/Telecom

Search Q x =

Actions | =

STOCK GL

= PATH ITEM QUANTITY TYPE STATUS ACK
[ Audio Visual/Telecom Ethermnet - 10Mbps 0 Unlimited Active 47,
[ Audio Visual/Telecom Telephone Connection (2-ling) 0 Unlimited Active 47
[ Audio Visual/Telecom I"J"."i—Fi Access 1GP-.-IDDSI 0 Unlimited Active 47,

4. Click Edit to the right of Library Info.
Wi-Fi Access 10Mbps LIBRARY INFO: =]

Path Audio Visyual Telecom

Cost and Pricing Stock Register Events Deparment

Status Active



Assigning a Department to a Resource

5. Select the department from the drop-down.
6. Click Save.

Edit Resource Information - Wi-Fi Access 10Mbps

Resource Name | Wi-Fl Access 10Mbps

Resource Description

Depariment Name I IT vI

Operations ¢
SWS | Eood and Beverage

Stock Type

Security



