
 Division Access                                
 

Navigate to Administration/Company Set up/Division Access. Click +ADD NEW 
1. Type in a Title 
2. Once you have added the division to Staff Details as per below step #6, you will be able to add a selection here. 
3. Complete the address fields as required. 
4. Add a logo if required.  
5. Click  SAVE 
 

 
 
 

Open Staff Profile and scroll down to User Settings 
 
6. Select the appropriate division and click  SAVE.  
 
You will now be able to select responsible staff in 
step #2 above. 
 

 
 

 

NOTES:  
 

 These are different to the Divisions under the Org Chart. 

 Their future use might include controlling things like notifications by State or different sectors of a business e.g. 
plumbing and electrical. They might include a second entity you employee staff under. 

 Once you have assigned staff to a division as per above in their staff profiles, if required you will also have the ability 
to select staff who may be responsible for that division. 
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