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3.11.08 Unit Administration

In Projectile, the department structures can be illustrated in a company by using “units”. There can be
one or more unit managers and an associated team. With the possibility to divide the employees into
various units, i.e. departments, extensions and refinement of the access permissions system occurs.
This is important when units are assigned to projects.

A} Unit Marketing and Sales

E‘i E.’ E_l.l] Document +  Edit + View » Back references -

e Marketing and Sales
TopUnit Cambridge
Description

Marketing and Sales

Unit managers
] & = Miiller Gearg

Unit members =

[ & ®Jones Timothy
[ & B Griffith Jean

Parent unit Cambridge

Subunits

lssue

Mote

Required fields: Unit, Description, Unit manager

Defining New Units

In the following units a new unit is created. First, the functionality “Create” with the selections “Unit”
is activated.

= &l B | &cipbardr | ™ & B @ | @) Logout Unif ~ Db Search in documents Categor w | Search

: 4 Unit
Tracking and Recording + Offers » [ Projects ~ Invoices v 159 Cod 4 = Administration +

Create F

Then, a new document is opened:
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X g unit

[ = Document~ Edit~ View v
Unit

TopUnit

Description

Unit managers
Unit members

Parent unit

Subunits

lssue

Mote

In the following example a new unit “Department” with two sub-units is defined. To define the unit
manager, using the functionality “Find available documents” ...

b g& Unit Development
E @ By |‘j_|] Document * Edit * View = Back references ~

i Development
TopUnit Development

Description Development

Unit managers

Unitmembers (&, Find available documents

Parent unit

Subunits

Issue
Mote
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... with the appropriate list of all employees is displayed. Here, the employee can be selected and
included ...

:’g Current selection: Uinit managers

JH.. Toggle fitter
Hint: It is also possible to click on entries to include them

q;é’ Include selectimh

G page (1 Jofl | p B | & 0 1-747
F| = Mame First name
[l 1 2 Bebsito Marina

2 A Conner Jane

| 3 2 Grifiith Jean

[l 4 A Hahn Katrina
[l 5 2 Jones Timothy
[l 6 A Miller Georg

[l 7 2 Tate Adam

|

—

1 I:']

... to be assigned as the unit manager in the unit. The employees are selected for this unit ...

b g.‘: Unit Development
@ @ e |‘j_|] Document *  Edit * View ¥ Back references v

. Development

TopUnit Development

Description Development

Unit managers
] &.[11Cnnner.]ane

Unit members

[

Parent unit Find available documents

Subunits

lssue
Mote

and then assigned to the unit, in the same manner as above.
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i& Current selection: Unit members

J*| Toggle fiter
Hint: It is also possible to click on entries to include them
&] Include selenfsn
v [4 4 |paoe(l Jofl| b b | 2 ol 1-7i7
[F] = Mame First name
[l 1 2 Beksio Marina
[l 2 A Conner Jane
3 A Griffith Jean
(] 4 A Hahn Katrina
5 A& Jones Timothy
6 B2 Miiler Georg
7 82 Tate Adam
L

1 B

After all information is entered, the document is then saved using

b &]: Unit Development

!|@ 5 @] Document *  Edit * View ¥ Back references v

Unit [ saye the document .jpment
TopUnit Development
Description

Development

Unit managers

[ & ®Jane Conner

Unit members (g

L] & ™ Grifiith Jean
L] & ®Jones Timothy
L1 & FMiiller Gearg
[ 2 ¥Tate Adam

Parent unit

Subunits

lssue
Mote
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It is possible to create sub-units for this unit “Department”. To create the sub-unit, activate the
functionality “New Document” in the sub-unit row.

b &} Unit Development
@ @ B |’_‘T_|] Document *  Edit * View ¥  Back references v

2 Development

TopUnit Development

Description Development

Unit managers
[] & ®Jane Conner

Unit members (=]

[] & ™ Grifith Jean
L] & ®Jones Timothy

(] & EMiiller Georg
[ 2 MTate Adam

Parent unit

Subunits [%

lssue New document
Mote

A new unit manager must be entered once again.
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X b it

[= = Document » Edit~ View ~

s Marketing 1.1

TopUnit

Description

Marketing and Public Relations|

Unit managers [@L}

Unitmembers (3 Find available documents

Parent unit Development

Subunits

lssue
Mote

After defining this sub-unit “Marketing and Public Relations”,
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>< &j: Unit Marketing and Public Relations

@ 2 Ij] | Document = | Edit * WView * Back references v

LInit

TopUnit

Description

Unit managers

Init members

Parent unit

Subunits

Issue
Mote

M}
1H
Dex[D
My [

&=
= &

Create a new document from this template
Save t ument

Copy the document

Delete the document

Copy this document to the clipboard

Reload document

[ & ™Jane Conner

£

[] & ®MMiiller Georg
L] & ®Tate Adam

Development

... @ second unit “Sales” is created.
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>< &} Unit Marketing and Public Relations

(=]l Document~ Edit~ View *

Unit | save the document 1.1
TopUnit Development
Description

Sales, Exhibitions and Roadshows

Unit managers

L] & ™ Griffith Jean

Unit members =

[] & ®Conner Jane
L] & B Griffith Jean

Parent unit Development

Subunits

Issue

Mote

After saving both sub-units, the following organisation structure is displayed. The unit “Development”
consists of the two sub-units “Marketing and Public Relations and “Sales, Exibition and Roadshows”.
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b &} Unit Development

@ E.‘ |j.|l Document * Edit *+ View » Back references «

b Development
TopUnit Development
Description

Development

Unit managers
[ & ®Conner Jane

Unit members B

L] & ™ Grifiith Jean
L] & FJones Timothy

] & B Miiller Georg
] 2 MTate Adam

Parent unit

Subunits ExXEE @ & 8o

[ gd® Marketing and Public Relations
(] g## Sales, Exhibitions and Roadshows

lssue
Mote
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