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C. Department
Step 1. Add New Department
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e KeyIn Department Name
e C(lick Add New

SAMPLE :
Department : SPA
Click Add New
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Step 2. Edit Department or Inactive Department
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ser
10 v records per page Search
Report
No Department Name Created By Created Date Action
Help
1 SPA HUIYIN 2014-02-27 09:27:40 & x
Showing 1to 1 of 1 entries il - 1 Next —
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e Every Existing Department can be editing or Inactive.
&

Bl ey

e C(Click On the (Pencil Logo) to make editing or to make the Depatment Inactive.
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Maintain Department
ﬁg Master Setup

Home / Master Setup / Maintain Department :I
= Transaction

Department
Markerting P X

Sense Deal Depariment Name SPA

Cuslomer

Status Active .
ser
Created By HUI'YIN
Report
Created On 2014-02-27 09:27:40
Help
Updated On 2014-02-27 09:27:40

Cancel
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e After Edited or Inactive Department
e C(Click Save
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Step 3. Search Department ( Department Filtering Option)
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e Select Department

Select Status / Click Display All
e (Click Select

*Selected Department will be shown as below
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10 v records per page
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