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ARef-09 - Administrator Reference Sheet - How to Add and Disable Locations and Areas.

Steps Action What it looks like
1.
cﬁ, Users
Click on the Administer Locations Search for Users
. . . s Ta filter the users list enter a search criteria below and click the "Search’ button
link in the side bar. - Aamiisor
+ Administer Student Fields Filter
= Administer Clinical
This navigates to the Locations B
screen. e
Categories
« Administer Disciplines
= Administer Users 11317 Results
H:’\:e ::Irlne Disciplines Manager Areas Director Areas Education Providers
2. Locations
The Locations screen shows a list GLAREEIT
of all Locations in your organisation | .. Actions
where students are placed.
Mater Adult Hospital Manage
To navigate to the: -
1. Create Location screen, click the | M= cnierenefoseta Manage
Create new Location button. Mater Mother's Hospita T
2. Location Details screen, click the
Manage button Mater Private Hospital - Brishane Manage
Mater Private Hospital - Redland E
3. .
Create location
In the Create Location screen, type .
in the Name and Abbreviation of Details
the new Location and then choose Name
the corresponding option for that
Location in the Time zone drop Abbreviation
down list.
Time zone | (UTC+10:00) Brishane d|
Click the Save button.
Cancel
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4, In the Location Details screen you
can modify the name and
abbreviation in the default tab.

Manage Location > Mater Private Hospital - Redland

You can also: _ _ Decommiasion
1. View the list of Areas assigned : : 5. g
to this Location by clicking on Oty { dreas ) (Bocumants } ( Edhcation Previcers

the Areas tab.

2. Documents can be added to a
specific Discipline and Area e Manage
within a Location by clicking the .
Documents tab.

3. Decommission this entire e ) Manage
Location by clicking the Gperating Rooms
Decommission button. -

4. Navigate to the Manage Area
screen by clicking the
corresponding Manage button. At

5. Add a new Area by typing the -
Abbreviation and Name fields
and clicking the Add button. =

6. Limit the Education Providers
allowed to request placements
to this location

gdult Sirgeeall and Obstetnics

MNew Area

5. In the Manage Area screen you
can:

Manage Area

1. Edit the Name and Manage Location > Mater Private Hospital - Redland > Operating Rooms
Abbreviation, and/or enter the
Address, Email and Phone Doate | Marages  Supawaors
details of the Area by typing into
the corresponding fields. 4 Detais ™ /ZI

2. Decommission this entire Area e g oo
by clicking the Decommission Abbodion |8
button. Address Weiphin St. Clewland OLD 4151#

Decommission

Email | RedOT@mater org au

This screen is also where you

access all of the configuration T J
details for the Area as covered in
Reference sheet ARef-10.
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