
   

  1/24/2016 

ePlan Module 

Admin 
 

Table of Content 
 

Admin Introduction ………………….....………...………...………………………………...…. 2 

Department Templates …………............………...………………………………………...….2 

Edit Department Template ...……………...…………...………...………...………. 3 

Add Department ………........………...…………………..…………………….......................... 4 

Room Templates …………...……........………...…………………………….………………….. 5 

Adding Items to Room Template ………...………...………...…………. 6 

Add Room Template …..………...…………………..………………………………………..…. 8 

  

 

 

 

 

 

 

 

 

 

 
 

Admin 



  ePlan Module 

  Admin        

 2 of 9 1/24/2016 

 

Users can access the Admin information by clicking on the “Admin” within the blue banner 

(figure 1). 

 

 
 

Additional tabs within the Admin screen (figure 1): 

 Department Templates 

 Room Templates 

 Items 

 

All three tabs listed above will allow users to review, edit and create new departments, rooms 

and items. 

 

 

Department Templates 

 

By clicking on the “Department Templates” tab, user will be taken into a screen where they can 

search existing departments (figure 2).  In addition, users will also notice an additional tab (Add 

Department). 

 

 
Edit a Department Template 

Figure 1 

Figure 2 
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To edit an existing department template, users will need to click on the edit icon next to the 

department to be edited (figure 3). 

 

 
 

 

By clicking on the edit icon, users will be taken into the “Edit Template” screen (figure 4). 

 

 
 

 

Within the “Edit Template” screen users can perform the following tasks: 

 Change the Department Name 

 Delete Room Template Name 

 Search for Room Templates to Add to the current Department Template 

 

Remember to “Save” any changes made. 

 

If there are no Rooms assigned to the Department users can do so by clicking on the “Search” 

button next to the “Room Template Name (figure 4).   By doing so, a list of “Room Template” 

will appear (figure 5). 

 

Figure 3 

Figure 4 
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To add to the “Room Template Name,” check all boxes next to the desired rooms and click on 

the “Add Selected” (figure 5). 

 

 

Add Department 

 

Users can add departments within the “Add Department” screen (figure 6). 

 

 
 

 

Enter the name of the new department and click on the “Add” button (figure 6). 

 

 

 

 

Figure 5 

Figure 6 
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Once a department is created then rooms can be added to the departments (figure 7).  

 

 

 

Room Templates 

 

Users can select the pencil icon (figure 8) and see the list of items assigned to that particular 

room template (figure 9). 

 

 
 

 

 

Adding equipment items to the Room Template (under Room templates) works the same way as 

adding rooms to the Department Template. 

 

Figure 7 

Figure 8 
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Users can add additional equipment items need to be added to this list, clicking on the search 

button (figure 9), which will provide check boxes to add equipment to the current list (figure 10). 

 

 
 

 

 

Adding Items to Room Template 

 

Users can quickly populate items into the room template; they have the ability to quickly search 

four fields that will assist this process (figure 11). Entering information into one or more of the 

four fields will find the item you are searching for (figure 11). 

 

Figure 9 

Figure 10 
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The same process to add to the room template from previously explained entry process would 

apply here also (figure 12). 

 

Figure 11 

Figure 12 
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Add Room Templates 

 

Users will need to enter a unique name and select the “ADD” button.  Users will get the blank 

template to begin the process similar to adding rooms or items as previously mentioned      

(figure 13). 

 

 
 

 

Enter info into the “Find Items to Add to the Room” area and click on search (figure 14).  

 

 
 

 

Select needed items and click on save to create room template.  Click on the search button to see 

available templates for rooms as explained under “Room Templates” above and repeat that 

process (figure 15).  Add appropriate items as desired.  

 

 

Figure 13 

Figure 14 
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Figure 15 


