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This Reference Guide focuses on the Organisation and Department modules
and can be used in conjunction with the ‘User Training Exercises’ resources.



Organisation

Organisation

Department list
User Accounts 

& Management
History / Audit logs

The Organisation’s main functions are for onboarding new users, user account management 
and assigning roles to the Users. 
The History provides audit logs for all user activity and access right across the Organisation.
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Organisation Record

Organisation Details and Department list.

Users for adding and managing User accounts
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Organisation History

History logs  - ‘General’ captures general user activity

History logs  - ‘Security’ captures  access and permissions
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Department
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Files
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Department Record

Department details page and menu
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Department  Users

Select Users from the Department menu

Existing Department members are listed 
New members can be added by clicking the Add User button – 
select the User and assign a role.
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Department  - History

Select History from the Department menu

1. The default History type filter is General
2. The date range defaults to current month
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Make the Connection

Recommended next Topic;
                 Files
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