m oo Setting up a New Site, Location

COLLECT & Employee



COLELEERT

How to set up a new site

* Once you log in go to SetUp tab and select ‘Sites’

Select Create new Site
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COLELEERT

How to set up a new site

e Enter the name of the site, Site ID and other information if

Create new Site

All form fields are required. n e e d e d
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e Select “Save new Site”

Site ID
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How to set up a new Location

e Each site can have an unlimited amount of locations e.g.: workstations, gates etc.

Select ‘Next Step - Locations’ and then select ‘Create new Location’
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How to set up a new location

Create new Location

e Enter Location Name and Location ID

All form Melds are required

e Select “Save new Location”

Save new Location Cancel
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Create QR Code for New Location

e Select “Next Step — Manage QR Code for this location”
e Select “Create QR Code”
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Save new QR Code

e Select ‘Save new QR Code and then print

Create new QR Code

Creating a new QR Code.
Flease click save to confirm or cancel to go back.
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Create cost centre i.e.: Breaks

Start Setup Employees | APL Account

Cost Centers Cost Centers are optional, QR collect will work fine without these. Cost Centers are here to categorize your collected time more speifically.
You can have up to 6 cost centers per QR code.
For example 'Job' can be a cost center.

{ ) . .
Enteﬂnggvalue on the next screen for this cost center, !nrexamp!e "Assembly line 1', will get that time billed against Job 'Assembly line 1'. . U n d e r S et u p ta b S e I e Ct C O St C e nt re ( S I X a Va I I a b I e )
These individual items are called cost codes and you have unlimited cost codes per cost center,

Some other examples of a cost center can be Department, Job Number, Order number, etc.
Since you can have a maximum of 6 costs codes per QR code you can make a QR code that will bill a time against job 1234 on assembly line 2 for Order number 9989 and you still have 3 more

e Create new cost centre i.e. Breaks or Equipment etc.
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Creating Cost Codes (unlimited)

Create new Cost Code
All form fields are required.

Name

o * Once the cost centre is saved, select “Add cost code for this
Cost centre”

e Select “Create new Cost Code”, name cost code and save




COLELEERT

Create New QR Code for Cost Centre

Create new QR Code

Please select the relevant Cost Center if needed.

e Select the correct location and then select “Create new QR Code
e From the drop down list select the correct cost centre
e Leave others as “ignore/leave as it”

e Select “Save new QR Code”
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Create new Employee

e Select Employee tab, then ‘Create new Employee, enter details

and Save

Create new Employee

i ) . :
i e e All form fields are required.

Save new Employee Cancel




