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[bookmark: _Toc15981092]CHAPTER ONE
[bookmark: _Toc15981093]LOGIN
Access the application using  http://kma.ucomgh.com. The website immediately displays the login screen which authenticates a user.
[image: ]1
2
3

Login Screen

Type email address in (1) and password in (2). Click on (3) to login or press < Enter > on the keyboard to authenticate credentials.
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[bookmark: _Toc15981094]CHAPTER TWO
[bookmark: _Toc15981095]GETTING STARTED
[bookmark: _Toc15981096]GENERAL USER INTERFACE
Once logged in the website displays the administrator dashboard with all its functionalities. [image: ][image: ]9
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Administrator Dashboard
1. [bookmark: _Toc15981097]Master Register
Use this widget to access the summary of data collected and search for a trader using name or telephone number.

2. [bookmark: _Toc15981098]New Registration 
 Register entities for a new account. 

3. [bookmark: _Toc15981099]User Management and Administration

4. [bookmark: _Toc15981100]Customer Relations Management


5. [bookmark: _Toc15981101]Payments, Invoicing and Banking

6. [bookmark: _Toc15981102]Revenue Management

7. [bookmark: _Toc15981103]Asset Management
Allows for registration of new products, properties or assets with enough information for allocation, maintenance, identification and accountability.

1. [bookmark: _Toc14428205][bookmark: _Toc14428386][bookmark: _Toc14428584][bookmark: _Toc14428661][bookmark: _Toc14678835][bookmark: _Toc14679694][bookmark: _Toc14679808][bookmark: _Toc14689102][bookmark: _Toc14693026][bookmark: _Toc14693051][bookmark: _Toc14695265][bookmark: _Toc14706800][bookmark: _Toc14768451][bookmark: _Toc14781514][bookmark: _Toc14862077][bookmark: _Toc14862298][bookmark: _Toc14862335][bookmark: _Toc14862948][bookmark: _Toc14862987][bookmark: _Toc15981011][bookmark: _Toc15981104]
2. [bookmark: _Toc14428206][bookmark: _Toc14428387][bookmark: _Toc14428585][bookmark: _Toc14428662][bookmark: _Toc14678836][bookmark: _Toc14679695][bookmark: _Toc14679809][bookmark: _Toc14689103][bookmark: _Toc14693027][bookmark: _Toc14693052][bookmark: _Toc14695266][bookmark: _Toc14706801][bookmark: _Toc14768452][bookmark: _Toc14781515][bookmark: _Toc14862078][bookmark: _Toc14862299][bookmark: _Toc14862336][bookmark: _Toc14862949][bookmark: _Toc14862988][bookmark: _Toc15981012][bookmark: _Toc15981105]
3. [bookmark: _Toc14428207][bookmark: _Toc14428388][bookmark: _Toc14428586][bookmark: _Toc14428663][bookmark: _Toc14678837][bookmark: _Toc14679696][bookmark: _Toc14679810][bookmark: _Toc14689104][bookmark: _Toc14693028][bookmark: _Toc14693053][bookmark: _Toc14695267][bookmark: _Toc14706802][bookmark: _Toc14768453][bookmark: _Toc14781516][bookmark: _Toc14862079][bookmark: _Toc14862300][bookmark: _Toc14862337][bookmark: _Toc14862950][bookmark: _Toc14862989][bookmark: _Toc15981013][bookmark: _Toc15981106]
4. [bookmark: _Toc14428208][bookmark: _Toc14428389][bookmark: _Toc14428587][bookmark: _Toc14428664][bookmark: _Toc14678838][bookmark: _Toc14679697][bookmark: _Toc14679811][bookmark: _Toc14689105][bookmark: _Toc14693029][bookmark: _Toc14693054][bookmark: _Toc14695268][bookmark: _Toc14706803][bookmark: _Toc14768454][bookmark: _Toc14781517][bookmark: _Toc14862080][bookmark: _Toc14862301][bookmark: _Toc14862338][bookmark: _Toc14862951][bookmark: _Toc14862990][bookmark: _Toc15981014][bookmark: _Toc15981107]
5. [bookmark: _Toc14428209][bookmark: _Toc14428390][bookmark: _Toc14428588][bookmark: _Toc14428665][bookmark: _Toc14678839][bookmark: _Toc14679698][bookmark: _Toc14679812][bookmark: _Toc14689106][bookmark: _Toc14693030][bookmark: _Toc14693055][bookmark: _Toc14695269][bookmark: _Toc14706804][bookmark: _Toc14768455][bookmark: _Toc14781518][bookmark: _Toc14862081][bookmark: _Toc14862302][bookmark: _Toc14862339][bookmark: _Toc14862952][bookmark: _Toc14862991][bookmark: _Toc15981015][bookmark: _Toc15981108]
6. [bookmark: _Toc14428210][bookmark: _Toc14428391][bookmark: _Toc14428589][bookmark: _Toc14428666][bookmark: _Toc14678840][bookmark: _Toc14679699][bookmark: _Toc14679813][bookmark: _Toc14689107][bookmark: _Toc14693031][bookmark: _Toc14693056][bookmark: _Toc14695270][bookmark: _Toc14706805][bookmark: _Toc14768456][bookmark: _Toc14781519][bookmark: _Toc14862082][bookmark: _Toc14862303][bookmark: _Toc14862340][bookmark: _Toc14862953][bookmark: _Toc14862992][bookmark: _Toc15981016][bookmark: _Toc15981109]
7. [bookmark: _Toc14428211][bookmark: _Toc14428392][bookmark: _Toc14428590][bookmark: _Toc14428667][bookmark: _Toc14678841][bookmark: _Toc14679700][bookmark: _Toc14679814][bookmark: _Toc14689108][bookmark: _Toc14693032][bookmark: _Toc14693057][bookmark: _Toc14695271][bookmark: _Toc14706806][bookmark: _Toc14768457][bookmark: _Toc14781520][bookmark: _Toc14862083][bookmark: _Toc14862304][bookmark: _Toc14862341][bookmark: _Toc14862954][bookmark: _Toc14862993][bookmark: _Toc15981017][bookmark: _Toc15981110]
8. [bookmark: _Toc15981111]Reports and statistics
Generates a breakdown of data collected for each phase of the market with the overall number of stores.

9. [bookmark: _Toc15981112]Quick Menu
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Provides a list of functionalities on the dashboard and is seen on every page for easy access to items on the dashboard.

[bookmark: _Toc15981113]CHAPTER THREE
[bookmark: _Toc15981114]REGISTRATION
[bookmark: _Toc15981115]Individual Registration

[image: ]Click the new registration on the dashboard or register on the quick menu to begin.

1. Type in all the fields on the basic tab (1)2
1


2. Click on (2) or (3) to continue.

3. Fields on the next page can be filled automatically by typing the location in the search box (4). 

 
[image: ] Otherwise, fill in the fields manually.3


1. 
2. 
3. 
4. 
5. Click on submit (5) to save the basic information.
4

6. In the quick menu, click on User Management.

7. Click configure user (6), at the left of the table displayed, for the account you want to configure.

8. On the edit account type in a password (7) and confirm (8)5

[image: ]On the right side of the page, click (9) and select a role. Click on Add role button (10) and then submit (11) to complete the process.
Notice the notification after submission.6

[image: ]Edit Account Setting Page11
9
10
7
8


[bookmark: _Toc15981116]Business Registration

Repeat steps as in the individual registration with two added tabs. Fill out the tabs accordingly and submit to create an account for a company/business.

 
[bookmark: _Toc15981117]Change Password

[image: ]The new user (i.e. individual/business) can change the password given during the new account registration by doing the following:
1. Click on the ash circle (1) 1

 close at the left side of the home page.

2. On the resulting page (edit profile settings).

3. Enter your new password (2) and confirm the new password (3)

4. Click on the change password button (4) to set new password.



[image: ]
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[bookmark: _Toc15981118]CHAPTER FOUR
[bookmark: _Toc15981119]STORE ALLOCATION
[bookmark: _Toc15981120]New Store Allocation
[image: ]Click on the master register widget or the customer register in the Quick Menu. 
1.    Type in the trader’s name or the telephone in the search box and click on search (1) or press <Enter>.1


2.    On the table displayed click on the name.

3.     A validation record page is opened. Click on (2) and the okay on the pop-up screen to continue.
2

4. [image: ]    Click on the proceed to allocate button (3) on the pop-up screen.

Depending on the nature of trade displayed in store information, select the floor with the particular trade. 

Based on traders preferred store number, check to see if shop has already been allocated. If not, proceed to allocating the preferred store to the user.

[image: ]Select a section before picking the store. The selected section (5) should correspond with the nature of trade (4).  

5.   Click on the allocate store (6) button on the resulting page. 3

      Select the nature of trade and the store number in their respective fields (if a trader has more than one store in one nature of trade, the preferred stores can be selected all at once). Also select a billing cycle.

6.   Click on preview invoice (7) to view invoice.

7.     On the page that pops up, select process invoice (8) to view invoice options.
        Select either print invoice (9) to print or complete process (10) to finish allocation.
1. 
2. 
3. 
4. 
5. 
6. 
7. 
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[bookmark: _Toc15981121]Change store Allocation
In a case where the wants to change the store he or she chose, follow the instructions below:

1. [image: ]On the approved page, click the store number under the stores tab (1).

2. Click the arrow in the select new store box on the pop-up screen and select trader’s preferred store number. (2)1  


3. Click submit to complete change. (3)







[image: ]


[bookmark: _Toc15981122]3 
2 











[bookmark: _Toc15981123]Multiple Allocation
For a trader who has already been approved but may have more than a shop in different nature of trades, repeat step 1 to step 7.

Notice that button (2) has changed to a proceed to allocation button since the trader has already been approved. For that particular step (i.e. step 2), click on the proceed to allocation and continue as required.


[bookmark: _Toc15981124]Adding Affiliates

This allows you to add co-owners and tenants to a particular trader’s profile. Remember this can be done for ONLY approved traders.
[image: ]
1. In the quick menu on the approved page, click on add affiliate (1).

2. On the screen that comes up, type in the number of the co-owner or tenant and click the search (2) button.1 


3. Select the type (3) of affiliate the person is (i.e. co-owner or tenant) and click on add (4).

4. Click OK (5) on the notification screen that comes up to finish adding an individual.
[image: ]
5. View an individual’s affiliates (6) by clicking on the affiliates tab.2


[image: ][image: ]
6
5
4 
3 

Changing allocated store

This allows changes in store numbers and trades assigned to a trader. The following steps is used when a mistake arises during allocation.
[image: ]
1.  From the administrator dashboard select master register (1).

2.  Click the allocated stores widget to access the allocated stores list (2).
1

3.  On the page that results, type in the name or the number of the trader the changes need to be made to in the search box. Press Enter to access.

4. [image: ] Click on the name of the customer in the table displayed.

5.  On the approved page, click on the store number to begin changes.

6. On the pop-up screen, click the select shop box and select a new store number.
2
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[bookmark: _Toc15981125]CHAPTER FIVE
[bookmark: _Toc15981126]ASSET MANAGEMENT
This chapter discusses assets allocation, configuration, listing, accounting and maintenance.

All assets paid for during the project should be imported and an asset manager set up for it.

On the dashboard click on the asset management widget to access the asset management dashboard.

[bookmark: _Toc15981127]Asset Manager Dashboard
[image: ]5
4
3
2
1

Asset Manager Dashboard


1. [bookmark: _Toc15981128]Asset Allocation
Asset allocation allows distribution of assets/properties to entities for easy tracking and safe record keeping. Follow the steps enumerated below to allocate an asset

1. [image: ]On the dashboard click on asset management (1) on the dashboard
2. On the product allocation page select the product to be allocated (1), type in the quantity (2) and then select the person the allocation (3) is being made to. 1
3
2
4


3. Click on the allocate (4) button to complete the asset allocation.









2. [bookmark: _Toc15981129]Setting and Configuration
This widget allows for an asset category to be added and changes to be made to be made. Click widget (2) to access it.
[image: ]
1. Add a new category by typing in the category name and clicking on the add (1) button.
The added category will be immediately displayed on the table.2
1


2. Use the search button to find a particular category name in the table

3. In the table click on [image: ] to delete an unwanted category or [image: ] to edited a particular category.





3. [bookmark: _Toc15981130]Add Asset/Property
Add an asset information, costing, depreciation and maintenance. Fill out each tab by adding the required information.

[image: ]Click on add asset on the asset management modules (1) to add a property/asset.
1. Fill out the asset information on (2), asset costing (3), depreciation (4) and maintenance plan (5).4
5
3
2


2. On the maintenance tab click (6) tab to complete asset addition1



[image: ]
6

4. [bookmark: _Toc15981131]Asset Listing/Registration

The asset list/register is accessible as asset register in the asset management modules list and as asset register on the asset management dashboard. 
[image: ]
The register has all the enlisted assets items. From here, an item’s information can be deleted by clicking on [image: ]  or edited by clicking on [image: ] . 7


In the search box (7), type in the item name for easy access.
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