User’s Interface
Main menu

You can see the main menu on the left. The menu has a number of sections (1). The sections
may differ depending on the role of the user. On the right you can see current time (2), your login
and your role (3). You can use this button (4) to log out from the app.
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Sections

Most of the sections have similar design and functionality.

You can see a table (1) with the information related to the chosen section. Use this button (2) to
search for information in the table by a keyword. Use this button (3) to choose the columns you
want to see in the table. You can use these arrows to turn pages back and forth. Using this button
(5) you can choose the maximum number of the rows you want to see in one page. If you click
the right mouse button on the row, you can edit (6) or delete (7) the information there.

Companies | + Create




Functionality

Profile
In this section you can manage your personal information.

@)

<«

- email

Email

First name

Last name

Middle name

Change password

e Click edit (1) if you want to add, update or remove information from your account. You will
see the fields in which you can manage the information (2).

e Update the information in the field if it is incorrect. If the field is empty you should add
information there. If the information is correct, do not do anything.

Note:
If you want to change your current password, enter the new one into the change password field.
Leave this field empty if you want to use your current password.

e Click save (3) to save changes.
Click cancel to cancel changes.



Currencies
In this section you can add currencies which you work with and see the added ones.

e Click +create (1) to create a new currency. You will see the fields which you should fill in

(2).

Currencies T + Create

Code
ush

LKR

Display 1 to 2 of 2 items

Create a new currency

Full name

X Close ©V" Save

Fill in all the fields.
Note: Each currency has its international currency format.
Use this link to know which code and symbol to put into a field.
e Click save (3) to save the information.

Click cancel to cancel changes.

Note: The current version of the app doesn'’t allow you to delete created currencies, however you
can edit them.


https://wise.com/gb/blog/world-currency-symbols

Companies
In this section you can add companies which you work with and see the added ones.

e Click +create (1) to create a new company. You will see the fields which you should fill in

(2).
Companie._ + Create | Qg

Name Description Google key
kKloudip Do not Delete AlzaSyCEGuw45E wjVv5RES8mBonBVvguK GLOS
YSV-CMP-01 TEST COMPANY 1 AlzaSyCEGuwA5E_wjVw5SRB58mBonBVvgul_GLOS

¥5V-DEV-COMPO2 Test company 2 AlzaSyCEGuw45E wjVv3RB58mBonBVvguK_GLOS

Display 1 to 3 of 3 items

Create a new company

Measure of distances

Google APl key Google APl requests per day

Driver price plan coefficient Passenger price plan coefficient

@

Description

Use budget module

X Close v Save

Fill in all the fields.
Note: Use this link to know which google API key to put into a field.
e Tick use budget module (3) if you want to use it.

Note: Using the budget module provides the opportunity for corporate financiers to set the budget
for a month. When the budget is exceeded, a passenger will get a travel failure notification.


https://console.cloud.google.com/

e Click save (4) to save the information.
Click cancel to cancel changes.

Branches
In this section you can add branches of a company and see the added ones.

Note: if a company doesn’t have any branches you still have to create one

e Click +create (1) to create a new branch. You will see the fields which you should fill in (2)

Description Company

Create a new branch

Company

Currency

Driver price plan coefficient Passenger price plan coefficient Time zone

Europe/Andorra

Description

X Close @V Save

Fill in all the fields.

e Click on the arrow (3) and you will see a drop-down list. Choose the name of the company
which the branch belongs to.

e Click on the arrow (4) and you will see a drop-down list. Choose the currency which the
branch uses.

e Click save (4) to save the information.
Click cancel to cancel changes.



Departments
In this section you can add departments of branches and see the added ones.

e Click +create (1) to create a new department. You will see the fields which you should fill
in (2).

Departments | + Create ‘

Name Description Branch Company name
HR-BR1-CO1 HR-BR1-CO1 COMP-01-BR1 YSV-CMP-01
SALES-BR1-CO1 SALES-BR1-CO1 COMP-01-BR1 YSV-CMP-01
DEV-BR1-COMP2 DEV-BR1-COMP2 C2-BR2 Y5V-DEV-COMPO2

Display 1to 3 of 3items <« < '1 y | »
Create a new department

Mame

Company Branch

Description

X Close v Save

Fill in all the fields.

Click on the arrow (3) and you will see a drop-down list. Choose the name of the company
which the department belongs to.

Click on the arrow (4) and you will see a drop-down list. Choose the branch which the
department belongs to.

Click save (5) to save the information.

Click cancel to cancel changes.




Users

In this section you can create new users and see the added ones.
Each user has their own role.

Name

Role

Corporate admins

Manage the whole company (including branches and departments)

Branch admins

Manage only the branches of the company

Department managers

Confirm the request from the passenger

Dispatchers

Confirm the request for the vehicle (after manager’s confirmation),
login as a driver and manage their trips, add extra charge for
completed trips, create and manage recurring rides

Corp. finances

Set the budget for each branch of the company

Branch finances

Set the budget for each department of the branch

Drivers

Accept a request and pick up a passenger

Passengers

Make requests for the trips



Corporate admins
In this section you can add new corporate admins and see the added ones.

e Click +create (1) to create a new corporate admin. You will see the fields which you should
fill in (2).

Corporate admins

Login

Create a new corporate admin

login Company

Password

First name Middle name

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
corporate admin is responsible for.
e Fill in the rest of the fields.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.

e C(Click save (4) to save the information.
Click cancel to cancel changes.



Corp. financiers
In this section you can add new corporate financiers and see the added ones.

e Click +create (1) to create a new corporate financier. You will see the fields which you
should fill in (2).

Corporate ﬁnuncierscP-P Create

Login

ysv_cfo

Create a new corporate financier

login Company
Password

First name Middle name

X Close @sf Save

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
corporate financier is responsible for.
e Fill in the rest of the fields.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.

e C(Click save (4) to save the information.
Click cancel to cancel changes.



Branch admins
In this section you can add a new branch admin and see the added ones.

e Click +create (1) to create a new branch admin. You will see the fields which you should fill
in (2).

Create a new branch admin

login Password

Company Branch

@

First name Last name Middle name

X Close ' Save

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
branch admin belongs to.
e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the
branch admin is responsible for. Fill in the rest of the fields.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.
e Click save (5) to save the information.
Click cancel to cancel changes.



Branch financiers
In this section you can add new branch financiers and see the added ones.

e Click +create (1) to create a new branch financier. You will see the fields which you should
fill in (2).

Branch ﬁnanciers('D+ Create |

Login

bffina

Create a new branch financier

login Password

Company Branch

)

First name Last name Middle name

®

X Close " Save

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
branch financier belongs to.
e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the
branch financier is responsible for. Fill in the rest of the fields.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.
e C(Click save (5) to save the information.
Click cancel to cancel changes.



Dispatchers
In this section you can add new dispatchers and see the added ones.

e Click +create (1) to create a new dispatcher. You will see the fields which you should fill in

(2).

Dispatchers>+ creat: |

Create a new dispatcher

login Company

Password

First name

Last name Middle name

@y

X Close " Save

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
dispatcher belongs to.
e Fill in the rest of the fields.
e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the
dispatcher is responsible for.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.
e Click save (5) to save the information.



Click cancel to cancel changes.

Managers
In this section you can add new managers and see the added ones.
e Click +create (1) to create a new manager. You will see the fields which you should fill in

2).

D-Ianager.s@+ Create

Login Email First name Company name

hman_bricompi yasi Com hrman_bricompi

Create a new manager

login Password
Company Branch
Department

@

First name Last name Middle name

®,

S>dve

X Close

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
manager belongs to.
e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the
manager belongs to.
e Click on the arrow (5) and you will see a drop-down list. Choose a department which the
manager is responsible for.
e Fill in the rest of the fields.



Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.
e Click save (6) to save the information.
Click cancel to cancel changes.

Drivers
In this section you can add new drivers and see the added ones.

e Click +create (1) to create a new driver. You will see the fields which you should fill in (2).

Drivers list®+ Create

Create a new driver

login Password

Company First name

Middle name

Branches

@

X Close v Save

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
driver belongs to.
e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the driver
is responsible for.
e Fill in the rest of the fields.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.



e Click save (5) to save the information.
Click cancel to cancel changes.

Passengers
In this section you can add a new passenger and see the added ones.

e Click +create (1) to create a new passenger. You will see the fields which you should fill in

2).
Passen gers+ Create

Login First name = e a me Branches Department

Display 1 to Sof Sitems <

Create a new passenger

login Password

Company Department

o
@ -

First name Last name Middle name

®

v Save

X Close

Fill in all the fields.
Note: The login and password that you create here will be used by a user to log in to their
account.
e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
passenger belongs to.
e Click on the arrow (4) and you will see a drop-down list. Choose a department which the
passenger belongs to.
e Fill in the rest of the fields.
Note: The user can update the information (Email, First Name, Last Name, Middle Name,
Password, Phone) later on their account.
e C(Click save (5) to save the information.



Click cancel to cancel changes.

Tracking accounts
In this section you can create new tracking accounts and see the created ones.

e Click +create (1) to create a new tracking account. You will see the fields which you should
fill in (2).

Tracking accountsq)-t- Create

Create a new tracking account

Company

Core token

)

Description

X Close @V Save

Fill in all the fields.

e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
tracking account belongs to.

e Fill in the rest of the fields.

e C(Click save (4) to save the information.
Click cancel to cancel changes.



Price plans
In this section you can create new price plans and see the created ones.

e Click +create (1) to create a new price plan. You will see the fields which you should fill in

2).

Price plans®+ Create

Name Company Vehicle type Vehicle class

Display 1 to 4 of 4 items

Create a new price plan

Name Company

Payment for driver per km

Price for passenger per km Payment for driver per minute of paid waiting

Price for passenger per minute of paid waiting Maximum time of waiting free of charge, min

Fill in all the fields.

e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
price plan belongs to.

e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the price
plan belongs to.

e Click on the arrow (5) and you will see a drop-down list. Choose a vehicle type which the
price plan belongs to.

e Click on the arrow (6) and you will see a drop-down list. Choose a vehicle class which the
price plan belongs to.



e Fill in the rest of the fields.

Note: If you do not have any options in the “type” and “class” fields, fill in the information in the
“vehicle types” and “vehicle class” sections which you can find in the main menu.

e C(Click save (7) to save the information.
Click cancel to cancel changes.

Vehicle requests
In this section you can see all the requests which were made by the passengers. You can also
create and download the report of the requests.

68

Date Started Purpose Start address Destination addres  Date finished Actual distance

e Use this field (1) to search for the request by the date and time. Click on the field. Choose
the needed date and time and click set (2). Click cancel to cancel the chosen date and
time.

e Use this button (3) to open the field to search for the request by the key word. Enter the
key word and you will see the results.

e Use this button (4) to choose the columns which you want to see in the report.

Use this button to filter (5) the information by its stage.

e Click on this button (6) to download the report.



Vehicle types

In this section you can add new vehicle types and see the added ones.

e Click +create (1) to create a new vehicle type. You will see the fields which you should fill
in (2).

Vehicle t_vpes®+ Create |

MName

IEEP
ELECTRIC VEHICLE ELECTRIC VEHICLE

Display 110 3 of 3 items << <

Create a new vehicle type

Company

@)

Description

X Close @V Save

Fill in all the fields.

e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
price plan belongs to. Fill in the rest of the fields.

e Click save (4) to save the information.
Click cancel to cancel changes.



Venhicle class
In this section you can add new vehicle classes and see the added ones.

e Click +create (1) to create a new vehicle class. You will see the fields which you should fill
in (2).

Vehicle classes

Name

Create a new vehicle class

Company

@

Vehidle type

Description

X Close ©\/ Save

Fill in all the fields.

e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
price plan belongs to.

e Click on the arrow (4) and you will see a drop-down list. Choose a vehicle type which
belongs to this vehicle class.

e Fill in the rest of the fields.

Note: If you do not have any options in “vehicle type”, fill in the information in the “vehicle types”
section which you can find in the main menu.



e Click save (5) to save the information.
Click cancel to cancel changes.

Vehicles
In this section you can add new vehicles and see the created ones.

e Click +create (1) to create a new vehicle. You will see the fields which you should fill in (2).

Vehicles'+ create

Create a new vehicle

Company

Tracking account Tracking device

Number of seats

X Close +' Save

Fill in all the fields.

e Click on the arrow (3) and you will see a drop-down list. Choose a company which the
vehicle belongs to.

e Click on the arrow (4) and you will see a drop-down list. Choose a branch which the
vehicle belongs to.

e Click on the arrow (5) and you will see a drop-down list. Choose a vehicle type which the
vehicle is.

e Click on the arrow (6) and you will see a drop-down list. Choose a vehicle class which the
vehicle is.

e Click on the arrow (7) and you will see a drop-down list. Choose a tracking account which
the vehicle belongs to.

e Click on the arrow (8) and you will see a drop-down list. Choose a tracking device which
the vehicle has.

e Click on the arrow (9) and you will see a drop-down list. Choose a driver who drives a
vehicle.

e Fill in the rest of the fields.



e Click save (10) to save the information.
Click cancel to cancel changes.

Trip reasons
In this section you can add new trip reasons and see the created ones.

e Click +create (1) to create a new trip reason. You will see the fields which you should fill in

(2).

Trip reasuna'@-i- reate

Type Code Reason Description Branch name
AD-HOC MEETEX External Meeting hrman_bricompi COMP-D1-BR1
AD-HOC MEETELIY Meeting Buyer Vehicle Service Syste COMP-01-BR1
AD-HOC o1 Ower Time Transport Ower Time Transport COMP-01-BR1
AD-HOC AD-HOC AD-HOC AD-HOC C2-BR2

Display 1to 4 of 4 items << | =10

Create a new trip reason

Company

Branch

Description

X Close ®\/ Save




Fill in all the fields.

Click on the arrow (3) and you will see a drop-down list. Choose a company which the
reasons are for.

Click on the arrow (4) and you will see a drop-down list. Choose a branch which the
reasons are for.

The departments of the branch will be automatically added to this field (5).

Fill in the rest of the fields.

Transfer the departments from the left field to the right (6) to choose the ones which the
reasons are for.

To transfer the department, click on it then click on the button (7).

To transfer all of the departments from the left field to the right click this button (8). You can
use this button (9) to transfer the chosen department back or this (10) to transfer all of the
departments back and exclude them from the list.

Click save (11) to save the information.

Click cancel to cancel changes.



Reports

In this section you can see all the statistics and see the report by chosen categories, such as time
period, companies, branches etc. To choose the categories click on this button (1) to open report
settings.

Finished vehicle requests Cancelled vehicle requests

18 0
W Total Total
®

Financial data

Driver payment

®

Amoumt

Report settings

7 days 30 days

Here (2) you can select the reporting period.
Click on the arrow (3) to see a drop-down list.
Choose a company you want to have a report of. Company

e Click on the arrow (4) to see a drop-down list.
Choose a vehicle you want to have a report of.

e Click on the arrow (5) to see a drop-down list.
Choose a passenger you want to have a report of.

e Click on the arrow (6) to see a drop-down list.
Choose a branch you want to have a report of.

e Click on the arrow (7) to see a drop-down list. Branch
Choose a department you want to have a report of.

e Click on the arrow (8) to see a drop-down list.
Choose a driver you want to have a report of.

e Click on this button (9) to get the report.

Vehide

Passenger

Department

>

X Close Ma Get report




Now you can see the statistics of all vehicle requests (10), finished vehicle requests (11),
cancelled vehicle requests (12), financial data (13) and vehicle request count graphic (14).

Monitoring
In this section you can see the vehicles on the map real time. Use the search field (1) to search
for the vehicle on the map.
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Users’ functionality

Passengers
A passenger can make requests for trips

Vehicle reqm:sls@+ @L Export | Search QeY

id Passenger Department Date Created Date Started s Purpose Start address Destination addres; Date finished Actual distance

In this section you can see requests made by different passengers with all the information about
the trips (1). You can export the information from the table choosing the fields needed in the
report (2). To make a request press +create button (3).

Create new vehicle request

My confirmation

Confirmed

My comment

Now you can see the workspace where you give the details of your future trip. On the left side (1)
you give the information about time/purpose etc.On the right side (2) you give the information
about your route. You also can see your route on the map (3). If you do not need to make a
request click on this button (4) to close this window.



Create new vehicle request

Starting

point date/time Destination point date/time

Create interval Create interval

Vehicle type Vehicle class

Select

Select vehicle class

Purpose My confirmation

Corporate Confirmed

Trip reason

Select

®V | Dedicated @

trip reason

My comment

To make a request at first you enter the details.

You have to choose the exact time of the beginning of your trip and the approximate time
of the end of the trip.

To choose a needed vehicle type, click on this arrow (1) and you will see a dropdown list
with all the vehicle types. To choose a vehicle type you need, click on this arrow (1) and
you will see a dropdown list with all the vehicle types.

To choose a vehicle class you need, click on this arrow (2) and you will see a dropdown list
with all the vehicle classes.

Click on this arrow (3) and you will see a dropdown list where you choose the purpose of
your trip.

You give your confirmation here (4).

To select the trip reason click on the arrow (5) and choose the reason from the dropdown
list.

If you do not want other passengers to join during your trip, tick here (6).

You can also give your comment in the “my comment” field.



Whiehorse
Mradow
5% 32 Brigstock Rd Thornton Heath CR7 T
ThoratenHeath— 4

v £ Thorfifen_ - = 1 § Bt ; -
e = M o 5] Q b4

Point 2
39 Hathaway Rd Croydon CROD 2TP

Tk i Meaidow
et calhlitst v =

k.l Selliarst

Degt- =

o

i

; §
=)
Salh

o
e

d""‘o s

£
: = £
Leaflet | @ OpenShreetMap conbiibutors

To give the information about your route click on the green “+ Add point” button.
e Now you can click this button (1) and then pin the starting point of your route where the
driver needs to pick you up on the map. You also can enter the address in this field (2). To

cancel the starting point chosen click on this button (3).
e Click on this button (4) to make more stops on your route or just a final point.

e When you finish, click on this button (5).
e You will see the predicted distance and price below the “my comment” field.

After you finish with all the information click on this button (6) to make the request. If you do not
want to make the request, click here (7).



Department manager
The role of a manager is to confirm the request from the passenger.

Vehicle requcsts-@E: Export | QY

Passenger Department Date Created Date Started Purpose Start address Destination addres: Date finished Actual distance

@I Edit

Display 1 to 10 of 60 items

In this section you can see requests made by different passengers with all the information about
the trips (1). You can export the information from the table choosing the fields needed in the
report (2). When you see the “waiting for manager” stage (3) click the right mouse button on this
request and click “edit” (4).

Update vehicle request
Manager confirmation

Paint 2:
Wiclewo 1A 14-500

Now you can see a workspace where you can confirm or reject the request.
e Click on this arrow (1) to see the dropdown list, confirm or reject the request.
In this field (2) you can leave a comment if needed.
Here (3) you can see the details of the request.
Here (4) you can see the route of the request.
When you finish, click on this button (5) to update the stage of the request.



Dispatcher

The role of a dispatcher is to confirm the request for the vehicle (after manager’s confirmation).

Vehicle requests | + cr |@| Search QY

Id Passenger Department J Date Started Start address Destination addres: Date finished Actual distance

®I Edit

In this section you can see requests made by different passengers with all the information about
the trips (1). You can export the information from the table choosing the fields needed in the
report (2). When you see the “waiting for dispatcher” stage (3) click the right mouse button on this
request and click “edit” (4).

point datey/time

Now you can see a workspace where you can confirm or reject the request and choose a vehicle.
e Click on this arrow (1) to see the dropdown list, choose a vehicle according to the request..
e Click on this arrow (2) to see the dropdown list, confirm or reject the request.
e Click on this arrow (3) to see the dropdown list, choose a person responsible for the
payment.
e |In this field (4) you can leave a comment if needed.
e Here (5) you can see the details of the request.



e Here (6) you can see the route of the request.
e When you finish, click on this button (7) to update the stage of the request.

QeY

Date Created Date Started Stage Purpose 5 Destination add| Date finished Actual distance

47:35 waiting for dispatcl

Digplay 1 to 10 of 50 items €«

You can add an extra charge for completed trips.
e Find a completed trip in the table and click the right mouse button on it, select “add extra
charge” (1).

Add extra charge

Fixed Mileage Cost Highway toll

50 2

Accomodation Parking

200

e Complete the information about the extra charges needed (2)
e and click “save” (3).



Drivers list | + Create |

First name Last name Compary name Branches viehicle

COMP-1

If a driver has any problems with their mobile app, you can login as the driver and manage their
trips.

e Choose “users” on the left in the main menu, then click “drivers” (1).

e Choose the driver you want to login as from the list, click the right mouse button,

e then click “login as” (2).

QY

Department Date Created Date Started Stage Purpose Start address Destination addres: Date finished Actual distance
# Edit @

corp

rporate

ompleted corporate

pleted corporate

e In the vehicle requests list, find a trip the driver has to complete (look for the rides with
“waiting for driver” stage).
e Click the right mouse button on it, then click “edit” (3).

Update vehicle request
nation
) TA 14-500
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e Here you choose a status for the trip (4).
e Click “update” (5).

Recurring rides

Recurring ri(les@-f reate @Ej Repart

Name Department
TEST-RIDE-ROUTET HR-BR1-CCH

Display 1to 1 of 1items <«

You can create recurring rides. Here you can see the list of the created ones (1).
e To create a new recurring ride click “+create” (2). You also can export the information from
the table choosing the fields needed in the report (3).

Create a new recurring ride

Name

Department

@ Select file

Monday Tuesday Wednesday  Thursday i Saturday Sunday

@)
®

Open stops settings X Close @f Save

e Complete the information about the ride (4).
e Here you put the document with the recurring rides price plan (5). You can download the
example clicking here (6).




e Choose the needed days for the ride (7).
e Then click here to choose the stops for the ride (8).

Stops settings

+®

6 Blackheath Vale Blackheath

10:00 @

e To create a new stop click “+” (9).

e You can enter the address in the field (10) or pin the stop on the map (11). If you need to
delete the stop, click here (12).

e Choose the time when a passenger should be picked up from the stop (13). Then close
the window and click “save” (14). (see the previous pic)

Recurring rides | +
Mame Department Vehicle
HR-BR1-CO1

Display 1 to 1 of 1 items

O Dizable @

If you do not need the recurring ride temporarily, you can disable it.
e Click the right mouse button, then click “disable” (1). You can click “enable” later when
needed.
e You also can edit the information or delete it.



Corporate financiers
You set the budget for each branch of the company.

BB Profile

B Budget (D

e Choose “budget” in the main menu.
e Click on the arrow (2) to see the drop down list with the names of the branches of your
company.

Consumed january budget: 0/200 ®

Branch Select month Budget

COMP-01-BR2 b January N 200

e Select the month you want to set the budget for (3).
e Set the budget (4).
e Click “update” (5).

Here you can see how much has been consumed (6).

Branch financiers
After corporate financiers set the budget for the branch, you set the budget for each department
of the branch.

B Budget @)

e Choose “budget”’ in the main menu.
e Click on the arrow (2) to see the drop down list with the names of the departments of your
branch.



Department budget for January: 70 / 500 ®

Consumed january budget: 0/20 @

Department Select month Budget

©)

HR-BR1-CO1 N January v 20

e Select the month you want to set the budget for (3).

e Set the budget (4).

e Click “update” (5).
Here you can see how much has been consumed by the whole branch(6). Here you can see how
much has been consumed by the department (7).



