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Transformation Svuite

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
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I 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

Y Filters ¥

O Groups w

o | s I 2y ey ey ey
Lists

= C' seasxch. Q  Advanced search Q
@
o Description B Belongs to Country I
North America
@ South America
o Europ!
Affi
o Asi:
o Australia Australia

United Kingdom Europe United Kingdom
Australia Australia Australia

Japan Asia Japan

New York Unites States United States
San Francisco Unites States United States
London United Kingdom United Kingdom
Tokyo Japan Japan

Germany Europe Germany
Frankfurt Germany Germany

Unites States North America United States

Show | 20~ | entries -
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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
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Define working schedules, public holidays for every
region or for different time schedules (full time / part-

time) or different companies/divisions. Germany - 2021 x
= C | search. Q Summary
Regional Settings must be defined every year. - —
The Region Code is used in the Employment/ Working == o
assignment of a Personnel record. = o
) Monday 02:00 1300 1400 1800 n 11111
In Schedule creation: T TR~ T | | | |
+ Populate the basic info of the Schedule such as region e o g
Ond geOr Friday 02:00 13:00 1400 1800 n A I I R
+ Set the Working hours schedule OBEEEE
« Add the dates of the Public Holidays and a short | OEEENE
descrlptlon Total hours 40 hours and 0 mi /

+ 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
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teo m S Organizational chart
« Make the structure of your company clear to any =_
em |O ee & & Account Manager efault
POy @ oo b, (|| e e e
» Ensure that information flows correctly throughout the ‘? e ‘ | | ‘
company. Groups, leaders and just members can be used | [“ R [ e i =
. . . & & BBO/BOM QOperations S...
as assignment options in tasks and processes. © ot | i
« Design your Organisational structure and fulfill your - o ST
goals N ==
« Enhance collaboration between different departmentsin "™ .
the organisation ), Fo,
» Distinguish between the leaders and the members of @
group easily and illustrate the relationships among * ’
personnel

« Organise and monitor the company’s performance by
group

a- oEOon
e- oEoon
Pp— _ oEon
® o oEOon
my— oEon

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 ‘4 comidOf

List Management helps administer data lists (Categories) e o e iy

which are used in other modules. All Comidor users can Lst Management B
create public category Lists (i.e. Account categories). Users =C s a

with system administration rights have the overall authority ente o] e o - :

-t VI W rr t It r— | -t I_l -t . ntelligent Automation ntelligent Automation Feb 22, 2021 CHATBOT_CATEGORY_TITLES
O e ’ CO eC 4 ed ’ O de e e S S Workflows Workflows Feb 22,2021 CHATBOT_CATEGORY_TITLES
CRM CRM Feb 22, 2021 CHATBOT_CATEGORY _TITLES
nt Feb 22, 2021 CHATBOT_CATEGORY _TITLES
People Managemen it Feb 22, 2021 CHATBOT_CATEGORY _TITLES
» Get atop-down view on how business processes are ST TR S
. Collaboration Feb 22, 2021 CHATBOT_CATEGORY_TITLES
Coteg O rl Sed Feb 22, 2021 CHATBOT_CATEGORY_TITLES
‘Communication Feb 16,
H H H App Builde: App Buildes Feb s, 2 New Process - X
» Create business categories for every operation R e
Enterprise Architecture Enterprise Architecture Feb 5, 2
Upper management Upper management Jan 14, 2
+ Add a new Business Function Category to a process ol Tempite o Terple - Geeric Provess
2019 2019 Jan 1, 2C
H H H 018 2018 Jan1, 20
* View, manage and monitor all types of processes in iyl
Comidor Workbench
Category ‘ ‘
[ Search.. ]
17 Scheduled start
3.5ALES AND MARKETING
4.5UPPLY CHAIN MANAGEMENT
Scheduled end
& 5.HUMAN RESQURCES
MANAGEMENT
Timezone 5.1 Trainings
1 6. KNOWLEDGE MAMNAGEMENT
Assigned to

Responsible group

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.

Find out more here.

Ellie Frewer
« Every time a new user is created a new record is inserted in =
Personnel table, with active state. “ .
7 First Name tliie Categol -
* You can create a new User and then modify their details in ~ e o
the Personnel unit
Title - Education -
» After creating a user, you need to allocate specific Application 1
. . . . Groups  Usemame efrew Principal Name
Rights and add the user to a group(s) in the organizational chart
RO e Division Europe .
» System Administrator access is available only to users that have ovinERsH
the Enterprise Architect role . sen O .
Created by Location erankiurt ..
« A user can be de-activated but not deleted. updtedon et :

Updated by

User ~ Contractuzl Frankfurt x v

location

User-Level

* 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)

Write Access "
Protected % Timezone Europe/Berlin L

[m]

can give responsibilities such as handling financials, setting up users and o oot

application

their application rights, or handling people management activities e.g.,
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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

0
o,
3,
o,
=

Application rights

» Application Rights gives the ability to
administrators to hide or allocate a

modules and menus to users €.9., you R:M:N:n c P B H B
may want to let Specific users have R —
access to the financial module. B : | r—) : e — : e — : = : = : | r— =
el Horcy TEE ) EE T o« EET . e ( Errae (T e

 With Comidor you can allow users to o : [ —) : e — : e — : e : [ —) : [ —) -
access certain modules but restricting S : | r—) : e — : e — : = : = : | r— =
. . . oot s (T (T (T (T (T (DT (BT e
their access to functions within those arson ones ( T (IO (T (T e
S B B - RS - S - S - e = e T

modules. Ang role created can be I e
. . . Bresales Manager (o inocive Activate all

managed in terms of Rights (e.g., which -

units from Modules will be visible for
each role).

Analytics Workflow Reports  Timecards ~ ActivityMenu  Widgets  Daily Utilities  Businesssetup  Daily Utilities ~ User Management HRM Reports Quick Add  PM Reports  Application Setup

° I h I S refe rS O n I g to S g Ste m Content Creator App Factory  Packages My Company Accounting and Finance CRM Reports  People Management  Process Orchestration  Reports & Analytics  Project Management  Financial Reports  Process Automation

Database Administrator (DBA)
Approvals  UserAppMenu

Administrator Users. R .

Disable All
Interviewer Projects active
e — Work Packages [ i
A— S —
arned Ve A
Resource Manager A wies
Parsonnel Book [ i
Team Leader N
" . ‘ Customer Comp
Engineer/Application Developer .
ST g Lessons Leamed
CEC
Project Actons [ i
St Rag status Paramet
Project Coerdinater Risks [ i
Business Analyst

Content Editor
Pecple Management Officer

Find out more here.



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

Home Dashboard
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’ e

Standard User Business User

. A X & Application O Graph ® Quick Add
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 painbir o

applications and widgets in one place, your ey b and rn ny e V\{Aodrlfflow Dteslgtner : Ap_E) B_‘f'ld?rt_
. odel any process step by step urn your ideas into applications
work has never been easier.

and application

What you need to know

@ ;

The Home is your starting point.
an h

n have all your data 1. Procssses line last year 2. Processes report line current year
and applica s in one place. 250

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.

Workflow Designer App Builder

Model any process step by step Turn your ideas into applications

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
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» In the top right of the page is the Notifications Bar.
There are three icons and when a new notification is

Comidor is designed to enable users to focus on

their tasks and prioritize their workload. received a blue box will appear next to the relevant
Menus, filters, icons, buttons and lists are all icon. The five icons are:

designed and arranged in a way that allows users « Notifications

to easily identify their needs and tasks and execute «  System Notifications These inform the user when a new
quickly and efficiently. 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.

NOTIFICATIONS « News - When someone has commented on a
specific Process or Task a notification will be displayed

(o) he pemennel PR i s b = 4 here. Notifications regarding specific Comidor objects
Welcome to Co e are displayed here as well
Comidor enables yo
o [ By Alexandra Bimie - Job posting testwivi This (3 + Messages - When a new Email is received the alert will
B8 osy Ui » @ ofon s vennepulforthe R team be displayed here. Customise Email notifications in
Tdmsaao User Settings
:ﬂ"llaclt _ Alexandra Birnie shared the file Tex.t Document El/ ® CO|endOr - The CO|eﬂdOl’ ICOﬂ OpenS O CO|endOr thOt
S (o) IoTIE AT et Homer public Corporate shows your tasks for the current day
e Alexandra Birnie
Event 7 davs ago
: Dizmiss all
Note CALENDAR Today  Owverdue  Upcoming

Training to ABC Company D/

@ Richard Newton > Richard Newton

todav 10:00



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 where you can monitor your activities (tasks,

Comtidgr tasks COrlhbe rgOﬂnged, e}ieﬂ if.ﬂLezdthve been meetings, assignments, events, etc.) and orders
g;)elce]nedo%smg another Comidor unit (Quic sor o l (assigned tasks) on a daily, weekly or monthly

basis.
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Comidor provides a fully interactive 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.

Calendar
=2 veer 0x April 2021 Today | <
Quick add: Task -X All tasks Al Orders  Supervised by group
Mon Tue Wed Thu Fri Sat Sun
Schedule the task 1 2 3
NDA Agreement Training to ABC Company 200 1o Training to ABC Company .
 Title Update Quick reference - Glossary

"7 Assigned to Richard Newton x

E d by
upervised by Tasks Update Quick reference - Glossary m X

Tasktype  RELATIONS

5 6 7 8 9 10

Traiing to ABC Company 200w | Taining to ABC Company 200 seus | Training 1o ABC Company  201cs | i 2 ABC Compary
SR——— o
o Tt Update Quick reference - Glossary
P ° ——
o ? & lewton
account s Scheduled
nnnnn SHIP 5
Description
el on 1 gto pany 1 g pany | gto pany | training to ABC Company 0 e | Training to ABC Company
et
sted o
edt
Complete the ta:
State - .- Report 19 20 21 22 23 24 =
| Training to ABC company 200 1o | Training to ABE Company 200 | Training to ABC Company 2004 | Training to ABC Company 200 ;| Training to ABC Company 200
Date/time/hours =] ®

Find out more here.
=g, Find out more here.



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
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Thank you!



