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Transformation Suite
This course is intended for the system administrator users 
and enterprise architects whose goal is to depict the 
organizational structure in Comidor, create users and 
define access rights. 

Business Architecture units include:

1. Business setup, where you add Companies, Divisions, 
Offices and Regional Settings. 

2. Organizational Chart, where you depict your 
organisational structure

3. Process mapping/categories and lists



Business Set up

• Set up your business and break it down into multiple 
divisions, companies and offices, enabling you to 
create competitive market advantages

• This step is required at the initial set up of a Comidor 
account

• At least one Business Entity is prerequisite to create users, 
roles, etc.

• Switch between different currencies, languages and 
locations

• Calculate Incomes and Expenses in multiple currencies 
to facilitate your international sales

• Display Pricing consistently and avoid unexpected costs
• Select your Language from the comprehensive list
• Allow divisions and groups that speak different languages 

to cooperate constructively
• Those units are mostly used in Project Management 

package
• At least one Currency is prerequisite to create Business 

Entities

Find out more here.

https://www.comidor.com/help-center/management/income-expenses-budgeting-forecasting/
https://www.comidor.com/help-center/management/business-setup-divisions-companies-regional-settings/


Regional Settings

• Define working schedules, public holidays for every 
region or for different time schedules (full time / part-
time) or different companies/divisions.

• Regional Settings must be defined every year.

• The Region Code is used in the Employment/ Working 
assignment of a Personnel record.

• In Schedule creation:
• Populate the basic info of the Schedule such as region 

and year 
• Set the Working hours schedule 
• Add the dates of the Public Holidays and a short 

description
• Set the Annual Leave Entitlement per absence type.

Find out more here.

https://www.comidor.com/help-center/records/personnel-skills/
https://www.comidor.com/help-center/management/business-setup-divisions-companies-regional-settings/


Organizational chart
Depict your organisational structure and build functional 
teams

• Make the structure of your company clear to any 
employee

• Ensure that information flows correctly throughout the 
company. Groups, leaders and just members can be used 
as assignment options in tasks and processes.

• Design your Organisational structure and fulfill your 
goals

• Enhance collaboration between different departments in 
the organisation

• Distinguish between the leaders and the members of a 
group easily and illustrate the relationships among 
personnel

• Organise and monitor the company’s performance by 
group

Find out more here.

https://www.comidor.com/help-center/management/organizational-chart/
https://www.comidor.com/help-center/management/organizational-chart/


Process Map & Lists
List Management helps administer data lists (Categories) 
which are used in other modules. All Comidor users can 
create public category Lists (i.e. Account categories). Users 
with system administration rights have the overall authority 
to view, correct, edit, or delete Lists.

• Get a top-down view on how business processes are 
categorised

• Create business categories for every operation

• Add a new Business Function Category to a process

• View, manage and monitor all types of processes in 
Comidor Workbench

Find out more here.

https://www.comidor.com/help-center/system-administration/users-application-rights/
https://www.comidor.com/help-center/system-administration/lists-filters-process-map/


System Administration
Through Comidor System Administration,
administrators can manage users and their
Application Rights, monitor the system’s health and
allocate system’s resources.

• Manage Users and Robot Users

• Coordinate your Personnel based on 
their Roles

• Assign Rights to Users



Users & Roles
• The first user that is registered in Comidor is the System 

Administrator (Admin). The Admin is responsible for managing 
Comidor Users, creating Personnel and passwords, editing, 
deactivating a user, and more.

• Every time a new user is created a new record is inserted in 
Personnel table, with active state.

• You can create a new User and then modify their details in 
the Personnel unit

• After creating a user, you need to allocate specific Application 
Rights and add the user to a group(s) in the organizational chart

• System Administrator access is available only to users that have 
the Enterprise Architect role

• A user can be de-activated but not deleted.

Find out more here.

• Rights can be assigned to an existing role that can be assigned to a user 
in User Roles. These rights (managed from the Application Rights unit) 
can give responsibilities such as handling financials, setting up users and 
their application rights, or handling people management activities e.g., 
absences.

https://www.comidor.com/help-center/records/personnel-skills/
https://www.comidor.com/help-center/management/organizational-chart/
https://www.comidor.com/help-center/system-administration/users-application-rights/


Application & role rights

• Application Rights gives the ability to 
administrators to hide or allocate 
modules and menus to users e.g., you 
may want to let specific users have 
access to the financial module. 

• With Comidor you can allow users to 
access certain modules but restricting 
their access to functions within those 
modules. Any role created can be 
managed in terms of Rights (e.g., which 
units from Modules will be visible for 
each role).

• This refers only to System 
Administrator Users.

Find out more here.

https://www.comidor.com/help-center/system-administration/users-application-rights/


Home Dashboard

• The default screen in Comidor is the Home 
Dashboard. The new Home Dashboard 
saves you time, offering exactly what you 
need in one single panel. With all your 
applications and widgets in one place, your 
work has never been easier.

• Create a more customised experience that 
matches your daily tasks and processes. 
Build and modify your dashboards with a 
simple to use no-code builder.

• Add multiple tabs, application tiles, “quick 
add” tiles, graphs, media(images/videos), 
and labels.

• Customise your dashboard easily with drag-
n-drop tiles and add the colors you wish, 
resize or delete them.

Find out more here. View video here.

https://www.comidor.com/help-center/desktop/comidor-home-guide/
https://vimeo.com/524878169


Menu & Notifications
• In the top right of the page is the Notifications Bar. 

There are three icons and when a new notification is 
received a blue box will appear next to the relevant 
icon. The five icons are:

• Notifications
• System Notifications These inform the user when a new 

task/process is added; when it’s time to start a new one; 
when someone has shared a folder or when an existing 
task/process has been completed. Reminders will show 
up here as well. These Notifications are also in 
the Workbench Activity Stream.

• News – When someone has commented on a 
specific Process or Task a notification will be displayed 
here. Notifications regarding specific Comidor objects 
are displayed here as well

• Messages – When a new Email is received the alert will 
be displayed here. Customise Email notifications in 
User Settings

• Calendar – The Calendar icon opens a Calendar that 
shows your tasks for the current day

Comidor is designed to enable users to focus on 
their tasks and prioritize their workload. 
Menus, filters, icons, buttons and lists are all 
designed and arranged in a way that allows users 
to easily identify their needs and tasks and execute 
quickly and efficiently.

https://www.comidor.com/help-center/communication/notifications-reminders/
https://www.comidor.com/help-center/communication/notifications-reminders/
https://www.comidor.com/help-center/desktop/workbench/
https://www.comidor.com/help-center/processes/generic-processes/
https://www.comidor.com/help-center/collaboration/tasks-task-management-tools/
https://www.comidor.com/help-center/communication/chat-rooms-mailbox/
https://www.comidor.com/help-center/collaboration/calendar/


Tasks & Calendar
Comidor Tasks offer a reliable and transparent approach to 
Task Management. It manages personal tasks, team tasks, 
assigned tasks and tasks assigned to other users. All 
Comidor tasks can be managed, even if they have been 
created using another Comidor unit (Quick Adds or 
Calendar).

• Tasks can be created for completing a one-off task, e.g.
write a report on the impact of GDPR.

• Tasks can also be linked to a Process.

Find out more here.
Find out more here.

Comidor provides a fully interactive calendar 
where you can monitor your activities (tasks, 
meetings, assignments, events, etc.) and orders 
(assigned tasks) on a daily, weekly or monthly 
basis.

https://www.comidor.com/help-center/enterprise-collaboration-hc/tasks-task-management-tools/
https://www.comidor.com/help-center/enterprise-collaboration-hc/calendar/


Training Objectives

• How to create and manage users, roles & rights in 
Comidor platform

• Understand how to depict your organisational
structure and build functional teams

• Learn how to navigate in the platform through main 
menu and customize your home dashboard



Thank you!


