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Enterprise \ Directory

Enterprise \ Directory
Overview

Prism’s directory contains three independent trees. By default, these are set as Departments,
Cost Centres, and Projects, although these labels can be changed. There is no functional
difference between the three trees, they can be configured to represent whatever organisational
views suit your business.

Each view consists of Organizations, built into a hierarchical tree. These Organizations can
have endpoints assigned to them, and those endpoints can also be assigned to employees.
This all contributes to the tree showing a view of organizations (1) with endpoints (2) and people
(3) shown against each.
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These directory assignments are reflected in analytics, reports and dashboards throughout the
rest of Prism.

Related sections

Due to the nature and complexity of the directory there are many other sections of the manual
which may need to be referred to while reading through this one. Creation and management of
employees, endpoints, authorisation codes, number groups, fixed charges, and tariffs are all
needed for the items assigned in the organization trees.
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Elements of the Directory
Organization tree

The left-hand section of the directory screen consists of the selected tree. This serves as a
visual guide to the hierarchy but is also the means of navigation around the tree.
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The basic items on the tree represent the organizations (departments, cost centres or projects).
Branches can be expanded or collapsed by clicking the arrow on the left of the item (1).
Clicking the cog on the right of an organization opens the action menu (2).

The controls across the top (3) are, in order: Add an organization as a descendant of the
selected item, Delete the selected organization, Copy the selected organization, Cut the
selected organization, Paste the Organization copied or cut below the selected Organization,

Refresh the current view, and show/hide the search (filter) bar (4).

On the right border are two controls, the arrow opens or closes the pane, the border itself allows
resizing. Double clicking the border also open/closes the pane.

Finally, you can click and drag an organization to move it elsewhere in the directory.
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Details display

The right-hand side is used for showing the assignments and properties of the organization
selected in the tree via a series of tabs.

Endpoint list

For grid controls see common features

End points Authorization Codes Details Gustom valucs Notes Fixed Charges Tarifts Audit
@
B Fitter e e R - @) > B
o o @ e @ o
Endpointn. Y  Endpointtype ¥ Owner Y  From Y | 7o Y Path Y From Y 1 Y  Hosfied. ¥

° ® 6475740183 Extonsion 18/08/2020 09:08T ngoing Company y /i y o8/ Gngaing =
b4 2182180898 Extension Aidalctrange. 01/08/2020 00:00.00 Ongoing. Company y A Ongoing.
Extension Analiise Olivet 01/04/2020 00:0000 ongong Gompany Test/Basic Industrics/Beauty 01/04/2020 00:00:00 ngang
Extonsion Briana Boddam 04/06/2020123250 angoing Company Test/Basic Industrios/Beauty  01/08/2012 000000 ongoing
500167 Hunt Group 01/05/2020 00:00:00 ongoing Company JBcauty 0ijosf2010 ongang
800047 Hunt Group 7/08/2020 155842 Gngoing Company y Gngong
Extonsion 04/06/2020123250 angong Gompany Tost/t y Jos/ angaing
Extension 04/06/2020123250 ongong Gompany Test/Basic Industrics/Beauty | 01/08/2012 000000 ongoing
Extonsion 04/06/2020123250 ongoing Company JBcauty 01/08f201 ongoing
Extonsion 04/06/2020123250 Gngoing Company y Gngong
1883297148 Extension 18/08/2020 02:081 Ongoing. Company ¥ fog/. A Ongoing.
00107 Hunt Group 7/06/2020 15:568:42 angong Gompany Test/gasic Industrios/Bsauty. 01/08/201 000000 angong
Extonsion Loonting Crastor 04/05/2020123250 angoing Company / 01/os/ 201 ongang
Extonsion Martoiio Mulvany 04/06/2020123250 ongeing Company y ol ongaing
2108820840 Extonsion Phil Tonbridge 01/04/2020 00:0000 Gngoing Company Test/Basic Industrics/Boauty  01/04/2020 00:00:00 Gngong

1 50 v Mtoms PorPoge 1-Bofisitems 7 @ (v O

1. This tab shows all endpoints assigned to the selected organization and its descendants.
The endpoint name (eg extension number or URI email) shown followed by three additional
groups of fields.

2. The employee group shows the endpoint’s current assignment to an employee, along with
the date and time that the assignment started and when the assignment is due to end (or
ongoing if no end is set).

3. The organization group shows the same set of information for the endpoint’s organization
assignment.

4. The last column displayed indicated whether the endpoint has fixed charges assigned to it.

5. Each row has a move handle, click and hold briefly before dragging the endpoint to another
organization, and an endpoint menu which allows assignments and backdating.
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6. By default, Prism shows the endpoints of the selected organization and those assigned to
all descendant organizations in the branch. The Show all children slider toggles this
behaviour with just showing the endpoints directly assigned to the organization selected.

7. Endpoints can be shared by both organizations and employees. The Owned/Shared slider
toggles whether the display shows endpoints which are owned by the selected organization
or have a shared assignment where another organization is the owner.

8. Endpoints can be assigned (or created and assigned)
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9. This control toggles row selection which allows granular moves, unassignments and
backdating. Once at least one endpoint is selected additional controls are displayed.

Filter | litem sclected = Backdate Unassign Cut
Employce
End point narme 3 Endl point ty_. 5 i Owner T From
Y 4155145872 Extension Abbe Sizzoy 01/05/2020 08:
2% 6259577061 Extension Barric Bucy 04/06/202012:

10. If the selected organization owns an endpoint, but shares it, an indicator will show on the
left. Clicking the arrow will open/close the sharing detail.

= Filter
Employco
End point name T End point ty.. T Owner T From T To T
v ol - 6475749183 Extension Adolind Wood 18/06/2020 09-081 12/07/2020 0000
@ Shared Ownership

From To Employce

24/06/2020 00:00:00 Ongoing

08/06/202010:26:25 Ongoing Abbe Sizzoy

08/06/2020 10-26:25 08/06/2020 14:47.00 Abba Byrkryr

4 4 [T > M
28 - 2182180898 Extension Aidaletrange 01/08/2020 00:00:00 Ongeing

Authorization codes

Authorization codes are created and managed their own section (Network \ Misc) but can be
assigned to employees and organizations. The Authorization Codes tab shows any
assignments for the selected organization. The layout of the display is very similar to that for

End paints Authorization Codos Details Custom Values Natos Fixed Charges Taritts Audit
& Filter snowanchicron (SR )
Employce Organization
Authorization code Y  owner Y Fom ¥ | T0 Y eatn Y From T | 1o T
45674 Anallise Olivet 01/01/2000 00:00:00 Gngeing Company Test/Basic Industries/Be.. | 24/06/2020 00:00:00 Ongong

The details tab allows configuration of several organization properties.

End points Authorization Codes Details Custom Values Notes Fixed Charges Tariffs Audit

Department Details

Organization Name Email

Beauty
Currant retailtariff Currant wholesale tarift
Currant fixad charge Quantity (Fixed charge)

£1 o day (Rental) 1
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Organization name reflects what is shown in the tree and in reporting.
Email is a configured address for bulk reporting (see Scheduled Jobs).

Current and Wholesale tariffs can be assigned on their own tabs, but the currently applied tariffs
are shown here.

Active fixed charges are displayed as well. These can be assigned or edited on their own tab.

Custom Values

The custom values tab shows any custom fields that the system administrator has made
available in Settings.

End points Authorization Codes Details Custom Values Notes Fixed Charges Tarifts Audit

Custom Values

Department Manager

Deportmant Manager smail

Notes

This tab allows for Notes to be added on the Organization. This is free, formatted text and can
include links, tables, and pictures.

End points Authorization Codos Details Custom Valucs Notes Fixed Charges Tariffs Audit

Notes

Only available 09:30 - 15:00

Fixed Charges

All current and past fixed charge assignments for the organization are detailed here.

End points Authorization Codes Details Custom Valucs Notes Fixed Charges Tariffs Audit
Fixed Charges
From Y | 7o Y  Fixed Charge Type Y  Fixed Charge Y  Quantity Y  Description T
24/06/2020 00:00:00 Ongoing Feature FCC433 10 Daily FCCA433 charge
24/06/2020 00:00:00 Ongeing Rental Eladay 5 Eladay

Existing charges can be edited to change the quantity applied, the start date or the end date of
the charge application.

Add fixed charge

Row validation

RowNU.  Stotus overlap From To Fixed Charge Quantity Fixed Charge Type Fixed Charge Type Description

1 24/06/2020 00:00 p recann 0 Foature Foature Daiy FoC433 charge

&

E

2 24/06/2020 00:00 Ongoing nunay/f 5 Rontal Rental fladay
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New charges can be added here, but those charges must be defined first in the Fixed Charges
section (Configuration \ Charging). When adding a charge here, the user is presented with a list
of defined Rental, Maintenance, Feature and Service charges to choose from.

Select Fixed Charge.. x
Filter
Type iy Name iy Description it
Rental £l aday Eladay
Maintcnance Engincer Fee Fee for the Cluster upgrade
Featurc FCC433 Daily FCC433 charge
Service Handsct DECT handset monthly charge
Rental Monthly Rental Office space
Rental System Rental System Rental - Split between departments
4 < B > » 50 ¥ Items Per Page 1-BofGitems N & (O oY

Once the charge is selected the start/end dates can be edited but the quantity of charges (for
example one charge per handset) must be entered.

Tariffs

Individual organizations can have wholesale or retail tariffs applied to them. These will apply to
the organization and any descendants, though the setting may be overridden by tariff
assignments on specific endpoints or descendant organizations.

End points Authorization Codos Details Custom Valucs Notes Fixed Charges Tariffs Audlit
Wholesale Tariff el Re1
From Y | 1 Y | Tarif Y  Description Y  createdBy Y Creoted T
01/01/2020 00:00:00 Ongeing Tiger Free Tiger Frea Picrs Anderson 24[06/2020 N25:38

For more detail on tariffs see the section (Configuration \ Charging \ Tariffs).

Audit

The final tab shows the creation details for the organization, and the history of the record’s
directory positions as moves and changes occur.

End points Authorization Codecs Dectails Custom Values Notes Fixed Charges Tariffs Audit

Audit
Graotad By Creatad (GMT Standord Time)
Importer 04/06/202012:325)

Tree History

Parent organization From To
Company Test{Tochnology/Transportation 01/01/2020 00:00:50 Gngeing

Company Test{Transportation 01/08/2018 00:00:00 01/01/2020 00:00:50
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Assignment
There are two terms that have been used several times so far, assignment and backdate.

Assignment

Endpoints, tariffs, authorisation codes and fixed charges are all assigned to one record or
another.

When one record is assigned to another it will always have a start date and time. This is how
Prism creates historically accurate reporting. When you assign a record or property to
something you will usually have the option to override the default start time (which will always
default to the current date and time). For example if you add a fixed charge to a department on
the 4t of the month, you can change the start date to show as midnight on the 1%, this ensures
that costs will line up with the required dates for billing.

You can also use this to prepare for future changes. For example, if a new tariff comes into
effect at the beginning of the next month, you can set that as the start date. The existing tariff
assignment will continue up to that point, then Prism will switch over at the specified time.

Department Manage Company Test
&Q Add the fixed charge for the cost centre so thot there is just one fixed charge ot any point in time

UiError DuplicatedTariffAssignment

+ | Add wholesale tariff
Raow validation

Row Nu_ Status Overlap From To Carricr Tariff

L 4
1 m 01/07/2020 00:00 ongoing BT e

2 01/01/2020 00:00 ongoing Tiger Tiger

Most records will have somewhere to show a history of their assignments, or what has been
assigned to them. This allows you to check how things were configured at any point in time.
Assignments are covered in more depth in Common Features

Backdating

Changing the assignment of a fixed charge applied to an endpoint is one thing, but you may
need to roll back considerably more comprehensive changes to the directory from time to time.
For example, one department merges with another and wants to set a specific start date for the
call history to follow the new structure, or several employee moves occurred but the Prism team
was not notified until later.

Backdating is a way of selecting a set of records and adjusting all their start dates at one time.
This process will destroy any other moves and changes to the affected records between the
new and original start dates.

There are several ways of stating the backdating process.

1. Click the cog icon next to an organization in the tree view. This will ask you to select the
new start date, and if you want to apply the same change to descendants and
assignments.
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Backdating Organization X

Attention: All the organization's moves done after the specified backdate will be destroyed.

This action is ireversible

Arc you surc you want to backdete Company Tost ?
01/07/2018 06:00 B o

Backdate Options

Include descendants

Include assignments

2. Include descendants will apply the backdate to all organizations below the selected one
in the branch, otherwise they will be left unchanged, and organization changes will be
left in the records’ histories.

3. Include assignments will apply the backdate to all endpoint assignments. A backdate
process on an organization will not change endpoint to employee assignments.

a. Click the ellipsis to the left of the endpoint row
b. and choose backdate.

Filter

End point name T End point type 7y

B 4368307449 Extension

Backdating Node x

Attention: All the node’s assignments done after the specified backdate will
be destroyed.

This action is ireversible.
Are you sure you want to backdate the selected node(s)?

01/04/2020 00:00 e @

Backdatc Cptions

o Bockdate both
Eockdate orgaonization assignmant only

Eockdate employas assignment only

4  This gives a similar dialogue, but there are differences to the options. You still have to
set a new start date, but now the other option relates to endpoint assignment only. You
can select to change the endpoint assignment to the organization, the endpoint
assignment to the employee, or to change both.
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5 By selecting multiple endpoints and clicking the Backdate control

Filter L 3 item sclected | Bockdate Unassign Cut
Employce
End point name T End point ty.. s if Owner g From y

o 4368307449 Extcnsion Ab Bark 23/06/2020124297
& 4155145872 Extension Abbe Sizzoy 01/05/2020 08:56:00

ol 600ng Hunt Group Abbe Sizzey 18/06/2020 09:08:1

> ey e 6475749182 Extension Adclind Wood 18/06/2020 09:08M
2L 21BINB0H9E Extension Aida Letrange 01/06/2020 00:00:00

6 This will give the same dialogue as option 2, though the date and option chosen will be
applied to all selected endpoints.

Unassign

If you need to remove an endpoint from an organization then you can trigger that in two ways.

1. Click the ellipsis to the left of the endpoint row

i Filter

End point name % i End point typc T

~ B 4368307449 Extension

2 and choose Unassign endpoint.

3 By selecting multiple endpoints and clicking the Unassign control

Filter ! 3itemsclected  Backdate Unassign Cut
Employce
End paint name T End point ty.. b i Owner T From i
20 4368307449 Extension Ab Bark 23/06/202012:4217
el 4155145872 Extcnsion Abbe Sizzoy 01/05/2020 08:56:00
2% - 60019 Hunt Group Abbe Sizzey 18{06/2020 09:08:1
> 20 e 6475749183 Extension Adelind Wood 18/06/2020 09:08:1

2l 218HNB0H98 Extension Aida Letrange 01/08/2020 00:00:00
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In both cases you will see a confirmation page with the option to retain the employee
assignment to the endpoint. If this box is not ticked then both assignments will be removed.

Unassign Node x

Arc you sure you want to unassign the sclected node(s)?

Keep employes assignment

Administration - Settings
Tree

In the tree section you can edit the name of your tree (defaults are Departments, Cost Centres,
and Projects) and configure how many levels the hierarchy can contain.

Department Settings
Trec Nomes Tree Levels
Tree Names
Trea name
Department
Trea name (singular)
Department

While editing the tree name you must provide a version of the name for both singular and plural
reference.

Tree levels can be distinguished by names and icons, both set in the edit screen.

Department Settings

Tree Lovels

Tree Levels

Praview

4r

Level count 5

tevel | Icon Name ¥ Il Parent Organization
R sito
1 =] - Parcnt Organization
v 4 Department
2 & = site ¥ %l SubDepartment
Region

3 & - Department
4 e - Sub Department

5 ik - Rogion

Each tree can have a maximum of 12 levels, including the parent item at the very top.
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Custom Fields

Custom fields that are configured and enabled here appear for every organization in the
relevant tree.

Department Sottings

Custom Fields

Display order  Ficld name Is visible Updated By Updated

1 Piers Anderson 24/06/2020 08:22:04
2 Picrs Anderson 24/06/2020 08:20:56
3 Fiold_Label_3 Picrs Andorson 24/06/2020 08:20:56
4 Ficid_Label_4 Picrs Anderson 24/08/2020 08:20:56
5 Ficld_Label_5 Piors Andorson 24/06/2020 08:20:56
6 Ficld_Label_8 Picrs Anderson 24/08/2020 08:20:56
7 Fiold_Label_7 Picrs Andorson

8 Ficld_Label_8 Picrs Anderson 24/08/2020 08:20:56

Once in edit mode you can alter the name of the field, the order that the fields are shown in, and
whether or not the field is visible to users.

Department Scttings
Custom Fields

= - Please define and adjust the custom fields in the table below. Click at each cell to odit the values, use the first coll to drag-drop the records to sot the
v ordler and use the 'ls Visible' column to set the visibility of the ficlds

Ficid name s visible
b Department Manager

& Department Manager cmmil|

b Ficld_Label_3
= Fiold_Labol_4
b Ficid_Label 5
= Ficld_Label_6
b Ficld_Label 7
b4 Ficld_Lobel_8

Links

Each tree submenu has direct links to the other two trees

TIGERPRISM

Department

Administration




