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TALLORDER SOLUTIONS
DEPARTMENTS



TallOrder / Departments Manual 

Managing Departments 

1. Accessing Department Settings

To manage departments in TallOrder, follow these steps: 

 Navigate to your account settings.
 Select the "Departments" option.
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● You'll be brought to the departments’ page where you will see a page displaying all the departments that hold stock
items. This page allows users to view, edit, and rearrange the sequencing of departments to meet the specific needs
of their business.
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 Departments are listed in a sequence that reflects their overall arrangement.
 You can expand all departments to have a comprehensive view.
 Departments consist of both department heads and sub-departments.
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Placing Departments within a Department 

 If you want to include two departments, such as "Produced in Batches" and "Produced on Demand," within the
"Produced" department, follow these steps:
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 Select the department you wish to move into another department.
 Click and hold the department, then drag it into the desired department.
 Release the department to drop it into the target department.
 The target department will be highlighted with a blue square to indicate the drop location.

Note: If you do not save the sequence, the departments will not be rearranged permanently. 
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To ensure your department sequencing is correct, follow these steps: 
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 Verify that the departments are arranged as desired.
 Click on "Save Sequence."
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 Wait for the update to complete.

 Once the update finishes, you will see a "Save Successful" message.
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Deactivating Departments 

If you need to deactivate a department, whether due to seasonal changes or other reasons, follow these steps: 

 Click on the department you want to deactivate.

● Set the "Active" option to "No."Select “Save” to deactivate that specific department.
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 Click on "Save" to deactivate the specific department.
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Note: After deactivating a department, remember to save the sequence for the changes to take effect. 
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 If you want to view inactive departments, use the inactive toggle, and the system will display all departments that
are no longer active.

Workshop17 Tabakhuis, Corner of Tabak and Louws Street Paarl, Cape Town, 764613 



Creating New Departments 

To create a new department in TallOrder, follow these steps: 

 Click on the "New Department" button located at the top right of the screen.
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 Provide a name for the department.
 Set the department as active.
 Optionally, input a target GP margin percentage for the department. This percentage defines the desired margin for

all items within the department.
 Configure the account settings for the department.
 Select the active locations and stock locations where this department will be active. You can choose multiple

locations by clicking on them.
 Click "Save" to create and save the new department in the selected locations.
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GP Margins Example 

 If you set the "Beers" department to have an 80 percent GP margin percentage, all products within that
department will have an 80 percent target margin.
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Using Departments in myStock 

1. Accessing Stock Inquiries

To access stock inquiries in myStock, follow these steps: 
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 Go to the "Stock Inquiries" section.
 Click on "Please select a department."
 The departments will be displayed based on the sequencing configured in the department page. You can collapse

specific departments to streamline the flow.

● Select the “Beers” department that had an 80 percent GP.

● Click on the blue “Search” tab.
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● Select and open the item.
● You will see that you will have an 80 percent GP.  It means that every single item in this department has got an 80

percent GP margin percentage.
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Using departments when creating purchase orders or requisitions: 

● Select “Purchase Order” from the menu bar.
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● Click on the blue “+ Purchase Order” tab.

● Select your suppliers and click on the blue “Add Items” tab.
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● You can also search via your departments to add an item.

● Sequencing is very important for departments because it makes the flow of myStock work more efficient.
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