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Installing the LathranSuite App

e Go to the App Store/Google Play on your device.
o Search for LathranSuite.

e Click Install and wait for the app to download.

e Once installed, open the app.

Splash Screen & Onboarding

e When you open LathranSuite, you're greeted by a sleek and minimalistic splash screen
featuring our logo.

o Before logging in, you'll be guided through onboarding screens that

« highlight LathranSuite’s core features — such as messaging, document management,
and ticketing and forms.

-

LathranSuite

Daily Business
Workflow, Unified
and Simplified.
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Loging in an Account

e Open the LathranSuite app.
o After the welcome screen you see a login screen.
o Enter your email address, and password.

up

Hello Fam,
Welcome Back!

Email Address

Password

Forgot Password?

Need Help?

)
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Forgot Password

o From the login screen, tap the Forgot Password link located below the login fields.

e You’ll be directed to a Forgot Password page.

o Enter the email address associated with your LathranSuite account.

o Tap the Get Code button to receive a verification code.

e Check your inbox for an email from LathranSuite containing a verification code.

o If you don’t see it, check your spam/junk folder or tap Resend Code if the email doesn’t
arrive after a few minutes.

e Return to the LathranSuite app.

o Enter the 4-digit verification code that was sent to your email.

e Once entered, tap Verify Code to proceed.

o After verifying the code, you’ll be taken to the Set New Password screen.

o Enter your new password in the provided field.

« Confirm the password by entering it again in the Confirm New Password.

e Tap Save New Password to complete the reset.

e You’ll receive a confirmation message that your password has been successfully reset.

e Tap Go to Login to return to the login screen and use your new password to log in.

9:41 il 3 %41 1

< Forgot Password < Verify Code { Set New Password

Den't worry! It happens. Please enter the email address

Please enter the code, we sent code to your email Your new password must be a different from the
associated with your account to reset password.

address jo*****@lathransuite.com pervious used passwords.

Email Address
Password

Jjohn.doe@lathransuite.com @ @ @ e rw
Get Code Didn't Get The Code? Resend Code
Confirm Password

ok k ok ok ok kKK

Save New Password

Your password has been updated successfully!
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Welcome and Setup

e Upon logging in, you will see a Wow Modal.Click on ‘Get Started’. You
will automatically land on the Quick Access tab of the LathranSuite app.

e This section is designed to help you immediately perform essential actions.

Quick Access

Quick Actions

A, £ =

Invite User Add Store Add Asset

a B &

Create Ticket Create Form Add Region

= 9 o
=, &3 =5,

<
’ ‘ Add Vendor Add Department Add Landlord
Y

T
Welcome to the =

H |
LathranSuite App! Upload File

=1 Send Announcement

Skip

Get Started
_ o 8 @ 9 O
Home Tickets Transfer Documents  Messoges
——

.

)
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Quick Access:

Invite User;

e Tap Invite User.

e Enter the email address of the new user you want to invite.

e Select their role (e.g., Admin, Member, Guest) and tap Send Invitation. The user will
receive an email to join your workspace.

Quick Access

Quick Actions

A &= =

Invite User Add Store Add Asset
kane harry@mail.com

® 2 @

Create Ticket Create Form Add Region

Associate

< & ofte
=, (& =2,

+

Add Vendor Add Department Add Landlord
&
Upload File

<1 Send Announcement

O 8 o b O

Home Tickets Transfer Documents  Messoges More
.

)
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Add Store:

e Tap Add Store.
e Enter the store name and relevant information (location, store manager, etc.).

e Tap Save to add the new store to your system.

Quick Access

Quick Actions

A fz? =

Invite User Add Store Add Asset

+92 300 1234567

24 Royal Ln. Mesa, New Jersey

g E &

Create Ticket Create Form Add Region

L,
[=A “F

Add Vendor Add Department Add Landlord

&

Upload File

<] Send Announcement

o 8 @ b O

Home Tickets Transfer Documents  Messoges More

.

)
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Add Asset:

e Tap Add Asset.
e Fill in the asset details, such as name, type (physical or digital), and

e description.
e Tap Save to log the asset into the system for tracking.

Quick Access

Strawberry Ice Cream

Quick Actions

A f? =

Invite User Add Store Add Asset
Cool Treats

g E &

CT-SIC-2P

Create Ticket Create Form Add Region

L,
[=A “F

Add Vendor Add Department Add Landlord

&

Upload File

<] Send Announcement

o 8 @ b O

Home Tickets Transfer Documents  Messoges More
.

)
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Create Ticket:

e Tap Create Ticket.

e Fill in the ticket title, description, and due date.

e Assign the ticket to a specific team member.

e Tap Submit to create the ticket and start tracking the task.

Quick Access

Scanner is not wokinng.
Quick Actions

R £ =

Invite User Add Store Add Asset
Several users have encountered a recurring issue

with the scanner, harmpering productivity within the:
office. Despite multiple attempts to initiate scans,
the device fails to respond, leading to delays in
document processing. Troubleshooting efforts,
including software updates and hardware checks,
have been fruitless in resolving the problem.

g E &

Create Ticket Create Form Add Region

Read more
o)
[=A “F

Add Vendor Add Department Add Landlord

‘ ] , ()
m image-342... @ image-872... pq

&

Upload File

<] Send Announcement

o 8 @ b O

Tickets Transfer Documents  Messoges More

Create Ticket

.

)
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Create Form:

e Tap Create Form.

e Add the necessary fields (text fields, dropdown menus, date pickers, etc.).

Name the form and tap Save.

e The form will be available for users to fill out and submit.

9:41

g Home

Quick Access

Quick Actions

A f=2 =

Invite User Add Store Add Asset

@ & @

Create Ticket Create Form Add Region

@ 9
== %% =2,

+

Add Vendor Add Department Add Landlord

&

Upload File

< Send Announcement

o 8 @ b O

Home Tickets Transfer Documents  Messoges More
.

Create New From

4

3

N

Testing Form
P,
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Add Region:

e Tap Add Region.

e Enter the name and description of the region.

e Tap Save to add the new region to your system, which can later be used for location-
based management.

Quick Access

Quick Actions

A &= =

Invite User Add Store Add Asset

a E @

United States
Create Ticket Create Form Add Region
Several users have encountered a recurring issue

with the scanner, hampering productivity within the
office

O Qe
<& =,

Add Vendor Add Department Add Landlord

&

Upload File

< Send Announcement

Add Region

O 8 @ b O

Home Tickets Transfer Documents  Messoges More
.
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Add Vendor:

e Tap Add Vendor.
e Input the vendor’s name, company, and contact details.
Tap Save to include the vendor in your contacts for easier vendor management.

Quick Access
Albert Kon

Quick Actions

fQ+ = Products
+

Invite User Add Store Add Asset
Allen Moore

3 £ @

Create Ticket Create Form Add Region

< &
&n
=, F =2,

Add Vendor Add Department Add Landlord
&
Upload File

<1 Send Announcement

Home Tickets Transfer Documents  Messages More

.

)
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Add Department:

e Tap Add Department.
e Name the department and assign it a department head.
e Tap Save to include the department in your organization’s Structure.

Quick Access

Quick Actions

Responsible for fresh baked goods and custom cake

fQ+ E}' g’" orders

Invite User Add Store Add Asset

® 2 @

Create Ticket Create Form Add Region
] & 0%
=2, < A

Add Vendor Add Department Add Landlord
&
Upload File

< Send Announcement

Home Tickets Transfer Documents  Messages More
.

)
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Add Landlord:

e Tap Add Landlord.
e Enter the landlord’s name, contact details, and relevant property information.

e Tap Save to add the landlord to your system for property management purposes.

Quick Access

James Miller

Quick Actions

,Q+ E} = ABC Property LLC
+ ¥

Invite User Add Store Add Asset
james miller@mail com

g E &

(208) 555-0112

Create Ticket Create Form Add Region

8502 Preston Rd. Inglewcod, Maine

Q.
[=A “F

Add Vendor Add Department Add Landlord

&

Upload File

<] Send Announcement

Messoges More

Home Tickets Transfer Documents
.

)
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Upload File:

e Tap Upload File.
e Choose a file from your device.
e Name the file (if needed) and tap Upload to save it in the system, making it accessible for

others to view and edit.

9:41

Ag Home

Quick Access

Quick Actions

A &= =

Invite User Add Store Add Asset

3 E @

Create Ticket Create Form Add Region

< 0. o0
2, < 2,

+

Add Vendor Add Departrment Add Landlord
&
Upload File

<1 Send Announcement Upload Attachment

&) ] C

Camera Image Files

O 8 @ b O

Home Tickets Transfer Documents  Messoges More
.
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Send Announcement:

e Tap Send Announcement (red button at the bottom).

Type your message in the provided text box.
e Specify who will receive the announcement (e.g., all users, specific departments).
e Tap Send to broadcast the message.

Messages

o Channels o

Quick Access

Quick Actions

A fz? =

general

Invite User Add Store Add Asset
random

announcement

g E &

Create Ticket Create Form Add Region

<

L,
[=A “F

Add Vendor Add Department Add Landlord

&

Upload File

<1 Send Announcement

o 8 @ b O

Home Tickets Transfer Documents  Messages More
.

new-members

store-stock

g © b

Tickets Transfer Documents

e

Messages
.

More
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Click on Dashboard

Tickets Overview:

e The first section in the Dashboard is the Tickets Overview.
o Pending Tickets: These are the tickets that need to be worked on.
o Deferred Tickets: These are tickets that have been delayed or postponed.

9:41 9:41

o 3
> Home < Pending Tickets@

Dashboard

941

< Deferred Tickets @

Tickets Overview €3 Paperis out of stock. B  CCTV cameras are down.

Deferred

April 2024

3 Inkis out of stock.

{p Cablesis out of stock.

@ Open 04 ® Solved 02

Pending 03 @ Deffered 01

LathranSoft




Users Overview:

e The next section provides a breakdown of Active, Inactive, and Pending Users.
o Active: Users who are currently active and engaged in the system.
o Inactive: Users who are part of the system but not currently active.
o Pending: Users who have been invited but haven’t completed the registration
process yet.

R 9:41 il = 41

< Active Users @ < Inactive Users @ < Pending Users @

a Brooklyn Simmons . 3 Cody Fisher
Pl Leslie Alexander
3
Jerome Bell

Darrell Steward &
ji.
A

Alex John  Actve
\) Kathryn Murphy  Active
Goose Hawkins  Acive
Kane Johns  setwe

Rooster Jon  Active

LathranSoft




Sign-1In Users (Performance):

e This section gives you insight into the sign-in performance of users.
o Success Rate: Percentage of users who have successfully signed in.
o Failed Logins: Percentage of failed login attempts.

e You can view the stats for different time frames:
o This Month: Overview of sign-ins for the current month.
o Last Year: Review last year’s performance to see trends over time.
o This Week: Keep track of user activity for the current week.

9:41
g Home

Dashboard

@ Open 04 @ Solved 02

® Pending 03 @ Deffered 01

©

72
Active

Sign-In Users

This Menth

® ©

Home Tickets Transfer Documents  Massages More
.

)
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Recent Files:

Displays a list of the most recently uploaded or modified documents.
e Each file shows:

o File name
o Filesize
o Upload date

You can click on any file to download, copylink, favorite, move, copy, sedd details or sha
re it with team members.

9:41
g Home

Dashbeard

@y

72

Sign-In Users

This Month

rG) 27%

Failed

Recent Files

New invitations.docx

item image.png

o
-
Q

8 Q@ b O

Home Tickets Transfer Documents  Messages
.

)
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Recent Forms:

e Like the recent files section, this shows the most recently created or used forms.

e The form name and creation date are displayed (e.g., “dummy-testform” on April 21,
2024).

e Click on any form to view responses or edit the form itself.

Dashboard

7
72

Active

Sign-In Users

This Month

r@) 27%

Failed

Recent Files

New invitations.docx

item image.png

Recent Forms

dummy-testform

o 8 @ b

Home Tickats Transfer Documents  Massoges More
.

)
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Profile

e Tap on Edit Profile to update your personal details.

e You can change your full name, email address, and phone number.
e Update your status (e.g., Active, Busy, Away)

e After making changes, click Save to update your profile.

9:41 9:41

< Edit Profile

< Profile

*

John Doe

Full Name

John Doe

Email Address
Edit Profile
Password & Security Phone Number
Privacy Policy
Terms & Condition
Activity Logs
Region / State

Help Center
Country

Delete Account

Log out

Profile updated successfully

App Version 1.0.0

LathranSoft




Password & Security:

e Tap on Password & Security to manage your login credentials and account security.

9:41 9:41

< Password & Security

< Profile

@ Change Password

(=) Two-step Authentication

John Doe Cg Login Sessions

Online

Edit Profile
Password & Security
Privacy Policy

Terms & Condition
Activity Logs

Help Center

Delete Account

Log out

App Version 1.0.0

LathranSoft




Change Password:

e Tap on Change Password.

e Enter your old password, then create and confirm a new password.

e If you’ve forgotten your password, tap Forgot Password? to initiate a recovery
process.

9:41 @41 all & ==

< Change Password Update

< Password & Security

To change your password, please fill in the fields below. Your
password must contfain at least 8 characters, it must also include
at least one case letter. one lower case letter, one number and

@ Change Password
one special charocter.

&) Two-step Authentication
Old Password

* k k& k k k k * *

% Login Sessions

New Password

* ok k ok ok kk kK

Confirm New Password

ok ok ok ok ok ok kK

Forgot Password?

LathranSoft




Two-step Authentication:

e Tap on Two-step Authentication to enable an extra layer of security. Choose Email for
receiving verification codes.

e Toggle the switch to turn on two-step authentication and enter your backup contact
method if needed.

9:41 9:41

< Two-step Authentication

< Password & Security

Keep your account extra secure with a second authentication
step. If you lose your mobile device or security key, you can
generate a Backup Code to sign in fo your account.

@ Change Password

[*) Two-step Authentication
Turn ON

% Login Sessions

Choose Authentication Method

Email Address (Secondary)

LathranSoft




Login Sessions:

e View all devices that are currently logged into your account.
e You can log out of specific sessions or all sessions to secure your account if you suspect

unauthorized access.

9:41

< Password & Security

@' Change Password

(=) Two-step Authentication

% Login Sessions

9:41
< Login Sessions

This is a list of devices that have logged into your account.
Logeout any sessicns that you don't recognize.

Current Session

B 2072637173

Chome - Windows
Australia
Apr 19,2024

Log Cut All Other Sessions

Other Sessions

B 1236487890

Safari - Mac Log Out
United States
Jan 23,2024

B se37699098

Chrome - Android Log Out
Canada

Sep 2 2023

LathranSoft



Privacy Policy:

e Tap to review LathranSuite’s Privacy Policy for understanding how your data is
handled.

9:41 9:41

< Profile

< Privacy Policy

Last updated: July 08, 2024

This Privacy Policy describes Our policies and proceduras on the
collection, use and disclosure of Your information when You use
the Sarvice and tells You about Yeur privacy rights and how the
law profects You.

We use Your Personal data to provide and improve the Service.
By using the Service. You agree to the collection and use of
information in accordance with this Privacy Policy. This Privacy
Policy has been created with the help of the Privacy Policy
Generator.

John Doe

Online

Interpretation and Definitions
Edit Profile
Interpretation

The words of which the inificl letter is capitalized have meanings
defined under the following conditions. The following definiticns
shall have the same meaning regardless of whether they appear
in singular or in plural.

Password & Security

Privacy Policy

Definitions
For the purposes of this Privacy Policy:

Account means a unigue account created for You fo access
our Service or parts of our Service.

Affiliate means an entity that controls, is controlled by or is
under common control with a party, where ‘control' means
ownership of 50% or more of the shares, equity interest or other
securities entitled to vote for election of directors or other

Terms & Condition

Activity Logs

Help Center

managing authority.

Application refers to LathranSuite, the software program
provided by the Cormpany.

Company (referred fo as either 'the Company', 'We', 'Us' or
‘Our'in this Agreemeant) refers to LathranSoft, Aloany, Colombus
Ohio.

Delete Account

Log out

Accept
App Version 1.0.0

b))
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Terms & Conditions:

e Tap to read through the Terms & Conditions of using the app and its services.

9:41 9:41

< Terms and Condition

< Profile

Last updated: July 08, 2024

Please read these terms and conditions carefully before using
Cur Service.

Interpretation and Definitions

Interpretation

The words with the initial letter capitalized have meanings
defined under the following conditions. The following definiticns
shall have the same meaning regardless of whether they appear
in singular or plural.

Edit Profile Definitions

For the purposes of these Terms and Conditions:
Password & Security - Application means the software program provided by the
Company downloaded by You on any electronic device, named
LathranSuite.

Privacy Policy

- Application Store means the digital distribution service
operated and developad by Apple Inc. (Apple App Store) or
Google Inc. (Google Play Store) in which the Application has
been downloaded

Terms & Condition

Activity Logs
- Affiliate means an entity that controls, is controlled by, or is
under common control with a party, where "control’ means
Help Center ownership of 50% or more of the shares. equity interest, or other
securities entitled fo vote for the election of directors or other
Delete Account managing authority.

- Country refers fo: Ohia. United States
Log out
- Company (referred to as either 'the Company.” "We." "Us." or

Accept
App Version 1.0.0

))
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Activity Logs:

e Tap on Activity Logs to view a timeline of key actions related to your account:
e Login attempts, security warnings, and ticket updates.
e Each log shows the action taken, the time of the event, and any associated users.

e Use this to monitor activities and ensure there is no unauthorized activity on your
account.

9:41 94

< Profile

< Activity Logs

Activity logs helps fo manitor tasks, activities, and fime for
efficient productivity tracking.

(:ro Today v

Invitation sent to james.henry@mail.com

John Doe

A o alexa carey

New ticket #67890 is assigned to James Henry

Edit Profile B =/ Atexa carey

Password & Security
Ticket #43532 has been updated

Privacy Polic
4 Y ‘ﬂ Alexa Carey
Terms & Condition
Activity Logs

Help Center

Delete Account

Log out
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Help Center:

e Tap Help Center to access guides, FAQs, and customer support resources.
e You can submit questions or issues here if you need assistance with the app.

9:41 941

< Profile

< What Happened?

The system is experiencing performance issues, including slow
loading times, frequent timeouts, accessibility challenges for
users with assistive technologies, and occasional crashes. These
problems have resulted in reduced productivity, user frustration,
and operational inefficiencies. Immediate investigation and
resclution are required to restore system functionality and
improve user satisfaction.
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John Doe
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Password & Security

Privacy Policy

Terms & Condition

Activity Logs

Help Center

Delete Account

Log out

App Version 1.0.0
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Delete Account:

e If you wish to close your account, tap Delete Account.
e You will be prompted with a confirmation, and once confirmed, your account will be
permanently removed.

9:41

< Profile
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John Doe

Edit Profile

Password & Security

Privacy Policy

Terms & Condition

Activity Logs

Help Center

Delete Account?

Yes, Delete

Delete Account

Log out
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Log Out:

e Tap Log Out to securely sign out of the app.

9:41

< Profile

Edit Profile

Password & Security

Privacy Policy

Terms & Condition

Activity Logs

Help Center

Delete Account

Log out
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Employees

e From the Home Screen, tap the More [...] then Employees icon or go to the
Quick Access section and select Invite User.
e This takes you to the Employees Dashboard, where you can see a list of
all employees, including their status:
o Suspended (red)
o Pending (yellow)
o Registered (green)

41

y_’ Home

Dashboard

41

< Employees

Darrell Steward ~ Regster
i,
A ?

Tickets Overview

April 2024

B Alex John  Registered
A5

\) Kathryn Murphy  Suspended

bl Cody Fisher
® Open 04 @ Solved 02

Pending 03 @ Deffered 01 Goose Hawkins R

& S

Employees Assets
o
@
oft

72
Active

Leslie Alexander
Jerome Bell  Suspended

G Kane Johns  regered
Sign-In Users V.

@

Departments Form Hub
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Inviting a New Employee

e Tap the + (plus) icon in the bottom-right corner of the Employees Dashboard.
e You’ll be prompted to enter details for the new employee.
o First Name: Enter the employee’s first name.
o Last Name: Enter the employee’s last name.
o Store: Tap the Add Store field to select the employee's store location. Choose fro
m the available store options (e.g., Store #7421).
o Role: Tap the Add User Role field to select the role of the employee (e.g.,
Manager, Associate).
e Once the fields are filled out, tap Invite User or Add User to send an invitation.

9:41

< Employees

ol Darrell Steward  Registered
A

|| Alex John  Regiterad
A4S

v Kathryn Murphy  Suspended kane harry@mail com

¥ Cody Fisher

Goose Hawkins  Registered

Leslie Alexander

. Jerome Bell  Suspended
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Managing Employee Status

After inviting the employee, their status will initially appear as Pending.
o Pending Employees:

Employees who have been invited but haven’t accepted the invitation will show
under the Pending Employees tab.

You can resend the invitation, if necessary, by tapping the Resend Invite option.
o Active Employees:

Once the employee accepts the invitation, their status will change to
o Inactive Employees:

If needed, you can change an employee’s status to Suspended. This will limit
their access to the platform.

Tap the employees name, go to Status, and choose Inactive to update their account.
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Filtering and Searching for Employees

e Use the Filter By option to view employees by their status:
o Active Employees
o Pending Employees
o Inactive Employees
e Tap the Search Icon in the top-right corner to search for employees by name or email.
e After inviting employees or updating their status, always tap Save Changes to confirm
your actions.
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< Employees

Darrell Steward ~ Regiser
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3

B Alex John  Regsiered

:’\ Kathryn Murphy  Suspended

k] Cody Fisher

:
QW E R

A S DF G H
Il Z |x|clv]|s

Filter By

7123 ) English

LathranSoft




Managing Stores

e Adding a New Store
e From the Stores screen, tap the + (plus) button to add a new store.

e Fill in the required fields:
o Store Name: Enter the store name.
o Contact Number: Add the store's contact details.
o Address: Provide the store's address.

e Tap Add Store to save the store.

9:41

{ Stores

836445

fa

267400 +92 300 1234567

24 Royal Ln. Mesa, New Jersey

558612

897442

449003

653518

Add Store
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Editing a Store

e Select the store you wish to edit.
e Update the store details such as name, contact, or address.
e Tap Save Changes.

9:41 41

{ Stores { Stores

836445

f2

267400 +92 3001234567
558612 24 Royal Ln. Mesa, New Jersey
897442

449003

653518

Add Repair Lability

Save Changes
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Deleting a Store

e To delete a store, select the store and tap Delete at the bottom of the screen.
e Confirm by tapping Yes, Delete.

941

< Stores

836445

+92 300 1234567

24 Royal Ln. Mesa, New Jersey

Delete Store?

Save Changes
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Managing Assets

e Adding a New Asset

e From the Assets screen, tap the + (plus) button to add a new asset.
e Fill in the required fields:

o Asset Name: Enter the asset's name.

o Asset Number: Provide a unique asset number.

o Assigned Store: Select the store to which the asset is assigned.
e Tap Add Asset to save the new asset.

9:41

{ Assets

Strawberry Ice Cream

Cool Treats

CT-SIC-2P

Add Asset
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Editing an Asset
e Select the asset you wish to edit.

e Update the asset details as needed.
e Tap Save Changes to apply the updates.

9:41 il = 9:41

{ Assets < Edit Asset

Strawberry lce Cream

Cool Treats

CT-SIC-2P
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Deleting an Asset

e To remove an asset, select the asset and tap Delete.
e Confirm by tapping Yes, Delete.

9:41

< Edit Asset

Strawberry lce Craam

CT-SIC-2P

Delete Asset?

Save Changes
—
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Managing Regions

e Adding a New Region
e Tap the + (plus) button from the Regions screen to create a new region.
e Enter the following details:
o Region Name: Name of the region.
o Region Code: Code for easy identification.
o Address: Physical address of the region.
o Liability: Specify the liability for the region.
e Tap Add Region to save.

9:41

< Regions

United States

Several users have encountered a recurring issue
with the scanner, hampering productivity within the
office.

Add Region
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Editing a Region
e Select the region you want to modify.

e Update the details like region name, code, or liability.
e Tap Save Changes.

4 2:41

< Regions < Edit Region

®

United States

Several users have encountered a recurring issue
with the scanner, hampering productivity within the
office.
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Deleting a Region

e To delete a region, tap on the region, then tap Delete.
e Confirm by tapping Yes, Delete.

9:41

< Edit Region

United States

Several users have encountered a recurring issue
with the scanner, hampering productivity within the
office.

Delete Region?

SR R
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Managing Vendors

e Adding a New Vendor
e Tap the + (plus) button from the Vendors screen to create a new vendor.
e Enter the following information:
o Vendor Name: The name of the vendor.
o Category: Specify the service/product category.
o Add Services: Select the services the vendor provides (e.g., HVAC, Electrical).
e Tap Add Vendor to save the new vendor.

9:41

{ Vendors

Robert Fox Albert Kon

Services
Cody Fisher

Plumbing, HVAC, Hardware
Albert Kon

Allen Moore
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Add Vendor
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Editing a Vendor

e Select the vendor you wish to edit.
e Update vendor details as needed.
e Tap Save Changes to confirm.

9:41 9:41
Vendors < Edit Vendor

Albert Kon
Robert Fox

Products

Cody Fisher

Allen Moore

Albert Kon

Wade Warren

Save Changes
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Deleting a Vendor

e Select the vendor and tap Delete.
e Confirm by tapping Yes, Delete.

941

< Edit Vendor

Delete Vendor?

Save Changes
——
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Managing Landlords

e Adding a New Landlord
e From the Landlords screen, tap the + (plus) button to add a new landlord.
e Enter the following details:
o Landlord Name: The name of the landlord.
o Contact: The landlord's contact details (email, phone).
o Assigned Property: Assign the landlord to a property.
e Tap Add Landlord to save.
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< Landlords

a James Miller
-3
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=2 ABC Property LLC
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Editing a landlord

e Select the landlord you want to edit.
e Update the necessary details and tap Save Changes.

2:41 9:41

Edit Landlord

Landlords

James Miller
James Miller

Rooster Jon ABC Property LLC

Leslie Alexander James miller@mail com

(208) 555-0112
Jerome Bell

8502 Preston Rd. Inglewood, Maine
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Deleting a landlord

e Select the landlord and tap Delete.
e Confirm by tapping Yes, Delete.
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James Miller

ABC Property LLC

james miller@mail.com

(208) 555-0112

8502 Preston Rd. Inglewood, Maine

Delete Landlord?

Save Changes
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Managing Departments

e Adding a New Department

e From the Departments screen, tap the + (plus) button to create a new department.
e Enter the Department Name and any relevant details.
e Tap Add Department to save.

9:41

< Departments

@ Bread and Bakery T
in Care

@ Grocery Several users have encountered a recurring issue

with the scanner, harnpering productivity within the
office.
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Add Department
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Editing a department

e Select the department you wish to edit.
e Update the department details and tap Save Changes.

94 9:41

< Departments { Edit Department

@ Bread and Bakery

Several users have encounfered a recurring issue
with the scanner, hampering productivity within the
office.

@ Grocery

® Fresh Meat

Save Changes
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Deleting a department

e Select the department and tap Delete.
e Confirm by tapping Yes, Delete.
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< Edit Department

Grocery

Several users have encountered a recurring issue
with the scanner, hampering productivity within the
office

Delete Department?

Save Changes
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Tickets

e Navigate to the Tickets Tab by tapping the Tickets icon in the bottom navigation bar.

e You will see five ticket categories:

All: All tickets.

OO O O O O

all ¥ -

Q o

Pending Solved Defer

Seeall

Printer is not working properly.

Open

Paper is out of stock.

Pending

Wi-Fi devices stopped working.

Solved

CCTV cameras are down.

Deferred

Network is down continously.

Solved

O 8 @ b ©

Horme Tickets Transfer Documents  Messages More
.

Open: Active tickets that need to be resolved.

Pending: Tickets awaiting updates or action.

Solved: Completed tickets.

Deferred: Tickets that have been postponed for future resolution.

ol F -
Qg
Solved Deferred

See all

Printer is not working properly.

Open

Paper is out of stock.

Pending

Wi-Fi devices stopped working.

Solved

CCTV cameras are down.
Deferred

Network is down continously.

Solved

Home Tickets Transfer Documents  Messages More
.

QO 8 o 6 ©
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View All Tickets

e The All-Tickets section provides an overview of all tickets regardless of their status.
e Each ticket is listed with:

o A unique ticket number (e.g., #TN-260322).

o A subject summarizing the issue (e.g., "Printer is not working properly™).

o The date the ticket was created.

o The status of the ticket (Open, Pending, Solved, or Deferred).

Pending Solved

Printer is not working properly.

Open

Paper is out of stock.

Pending

Wi-Fi devices stopped working.

Solved

CCTV cameras are down.
Deferred

Network is down continously.

Solved

o 8 @ b O

Home Tickets Transfer Documents  Messages More
.
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Create a New Ticket

e Inthe Tickets screen, tap the + (plus) icon in the bottom-right corner to create a new
ticket.
o Subject:
= Tap onthe "Tap to add subject™ field.
= Enter a brief but clear title for the ticket (e.g., "Scanner is not working").
o Store:
= Tap "Select Store' to choose the relevant store or location.  Select the
store from the list (e.g., Store #7421).
o Description:
= Tap "Tap to add issue description® to provide more detailed information
about the problem.
= Write a description that helps clarify the issue (e.g., "The scanner is not
functioning properly, and multiple attempts to troubleshoot have failed.
The issue needs urgent attention.").
o Attachments:
= Tap "Upload Attachment™ if you want to add files or images to provide
additional context.
= Select Image, PDF, Video, or another file type from your device.
= After selecting the file, it will be uploaded and displayed below the issue
description.

4
ﬁ Tickets QO

All Open Pending Solved Defer

All @ Seeall

Scanner is not wokinng

(3  Printer is not working properly.
Open
Several users have encountered a recurring issue
with the scanner, hampering productivity within the
office. Despite multiple attempts to initiate scans,
the device fails ta respond. leading to delays in
document processing. Troubleshooting efforts,
including software updates and hardware checks,
have been fruitless in resalving the problem

Paper is out of stock.
Pe ng
Read more

Wi-Fi devices stopped working.
Solved

‘ o , (<]
m image-342... @ image-872 P
i d

CCTV cameras are down.
Deferred

Network is down continously.

Create Ticket
—
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Finalize the Ticket

e After reviewing the ticket details, tap Create Ticket at the bottom of the screen.
e Once created, a confirmation message will appear (e.g., "Your ticket has been created
successfully™).

wll F -
ORNa}

Pending Solved Defer

Scanner is not wokinng.
Seeall

Printer is not working properly.
Open
Several users have encountered a recurring issue
with the scanner, hampering productivity within the
office. Despite multiple attempts to initiate scans,
the device fails to respond, leading to delays in Pdper is out of stock.
document processing. Troubleshooting efforts,
including software updates and hardware chacks,
have been fruitless in resolving the problem

Pending

Read more

Wi-Fi devices stopped working.

Solved

, 0 , ()
m image-342... @ image-872... P4

CCTV cameras are down.
Deferred

Network is down continously.

Solved

Success! Your ticket has been created
Create Ticket =
Home Tickets Transfer Documents  Massages More
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View and Edit an Existing Ticket

e Tap on aticket to view its Details.
e The ticket page is divided into several sections:

o Details: Contains the subject, status, priority, and assignee.
o Comments: Shows any discussions related to the ticket.
o Audit Log: Displays the history of the ticket’s updates and changes.

941
941 all % 941

¢ FTN-260822 < #TN-260322 i < #TN-260322

Details
Comments Audit Log

/o

Printer is not working properly.

Imagejpg
23445KB

L

Software

Laura James.

Downlead the file of store items details.

ﬂ Item details. docx

Apr 21, 2024

Alexa Carrey. Fann Allen @a

Alexa created this task
Laura James. :
Several users have encountered arecurring issue with The digital transformation is redefining the future of work,
the scanner, hampering productivity within the office making remote collaberation more practical and Alexa assigned task to you
Despite multiple attempts to initiate scons, the device productive than ever
fails to respand, leading to delays in document
pracessing. Troubleshooting efforts, including software '

°Q

Alexa changed priority Low fo High
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Update Ticket Details

e Add/Update Store:
o Tap the Store field and select the appropriate store location from the list.
e Add/Update Ticket Category:
o Tap the Category field and choose from predefined categories such as Hardware,
Software, or Network.
o You can also add a new category if none of the existing one’s match.
e Change Ticket Status:
o Tap the Status field to change the ticket’s status (Open, Pending, Solved,
Deferred).

Add Category

Add Store

Add Status
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e Set Priority:
o Tap the Priority field to select the urgency of the issue (Urgent, High, Normal,
Low).
e Assign or Reassign a Ticket:
o Tap Add Assignee and select the person responsible for handling the issue.
o Multiple assignees can be added if the task involves more than one person.

Add Assignees

Annette Black
Robert Fox
Cameron Williamson
Alexa Carrey

Devon Lane

Jacob Jones

Add Priority
Darlene Robertson
F Urgent Therasa Webb
Fann Allen
Marvin McKinney

Kristin Watson

Dianne Russell
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Add an Issue Description and Attach Files

e Tap Issue Description to edit or add more details to the ticket.
e Explain the issue in detail to help the assignee understand the problem better.
e You can include technical details, error messages, or the steps taken to resolve the issue.
o Attach Images or Files:
o Attach relevant files or images by tapping the attachment icon.
o Uploaded files (e.g., screenshots, logs, or images of equipment) are displayed
below the description for easy reference.

9:41

< HTN-260322
< Issue Description

Details

Several users have encountered a recurring issue with the
scanner, hampering productivity within the office. Despite
multiple attempts to initiate scans, the device fails to respond,
leading to delays in document processing. Troubleshooting
efforts, including software updates and hardware checks, have
been fruitless in resolving the problem

Apr 21, 2024

Alexa Carrey, Fann Allen @ﬁ

Several users have encounfered a recurring issue with
the scanner, hampering productivity within the office
Despite multiple attempts to inifiate scans, the device
fails to respond, leading to delays in document
processing. Troubleshooting efforts, including software
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Read more
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Set a Resolution Date
e Tap Resolution Date to select when you expect the issue to be resolved.

e Choose the Start Date and End Date for the ticket.
e Tap Done to save the resolution timeline.

241

<  HTN-260322

Details

Printer is not working properly.

Software

Apr 21,2024

Alexa Carrey, Fann Allen @3

Several users have encountered a recurring issue with
the scanner, hampering productivity within the office
Despite multiple attempts to inifiate scans, the device
fails to respond, leading to delays in document
processing. Troubleshooting efforts, including software
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Manage Comments

e Add Comments:
e Tap the Comments tab to view the discussion related to the ticket.
e You can add comments, respond to updates, or request clarification from other team
members.
o Attach files or images directly in the comments to provide additional context.
o Like and Share Comments:
o Tap the heart icon to like a comment or share files attached to the comment for
better collaboration.

9:41

< #TN-260322

Comments

Imagejpg
23445KB
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Laura James
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ﬂ Item details.docx
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making remote collaboration more practical and
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View Audit Logs

e Tap the Audit Log tab to see a history of all the actions taken on the ticket.

e This includes who created the ticket, who assigned it, changes in priority or status, and
comments added.

e Use this to track progress and ensure that the ticket is being actively worked on.
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Delete or Archive a Ticket

e If aticket is no longer relevant, you can choose to delete or archive it.
e Tap the three-dot menu on the ticket page and select Delete or Archive.

o Delete: Permanently removes the ticket from the system.
o Archive: Moves the ticket to the archived list for future reference
without actively displaying it in the open ticket queue.

941

< HTN-260322

Details

Printer is not working properly.

Software

Apr 21, 2024

Alexa Carrey, Fann Allen @b

Several users have encountered a recurring issue with
the scanner, hampering productivity within the office
Despite multiple attempts to inifiate scans, the device
fails to respond, leading to delays in document
processing. Troubleshooting efforts, including software
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Document Management System

e From the home screen of the LathranSuite app, tap the Documents tab in the bottom
navigation bar.

e This takes you to the main Documents Dashboard, where you can see recent files,
favorites, and shared items.

PO_April _Updates.docx

15.7 MB

Menthly_Trends_Analysis.txt
S8KB

Images_Archive.zip

452 MB

item image.png

| o

Favorites See All

Receipts_FY2024

3items

" Sales_Forecast.xlsx

452 MB

m Product_Catalog.pdf
4.56 MB

Shared eu

sz Operation_Training. mp4
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Viewing Files and Folders

e Grid View: The default view is a Grid View where you can see thumbnails of each
document and folder. You can switch to list view.

All Items Folder (> I All ltems

Date Modified ™ Date Modified
July 10,2024 - 2items July 10,2024 - 2items

Receipts_FY2024

m PO_April_Updates.docx

15.7 MB

Receipts_FY2024 PO_April_Updates.docx
3item: 7 MB
July 03,2024 - litem

July 03,2024 - litem . Monthly_Trends_Analysis.txt

5.8KB
June 29,2024 - 2items

s Images_Archive.zip
(-]

Monthly_Trends_Analysis.txt
5.8 K8

452 MB

I' Sales_Forecast.xlsx

June 29,2024 - 2items o 452 MB
I June 27,2024 - 3items

Tickets ~ Transfer  Documents Messages  More Tickets  Transfer  Documents Messoges  More
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Sorting and Filtering Files

e Tap the Feature Settings icon (three dots) in the top-right corner to:

o Sort By: Name, Date Modified, or Type.

o Filter By: Time period (Today, Last 7 Days, Last 30 Days, etc.).
e This helps you quickly find the documents you need.

Filter By

Today
Last 7 Days
Last 30 Days

This Year (2024)
Feature Settings

Last Year (2023)

&’ Filter By

Custom Range

Ascending ¥

™ SortBy

GD Clear Descending ™
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Creating a New Folder

e Tap the + (plus) button in the bottom-right corner.

e Select Create New Folder from the pop-up menu.

e Name your folder (e.g., "Project Reports™) and tap Create Folder.

e You’ll see a confirmation message, and the new folder will appear in your document list.
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Create Folder
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Project Reports ‘
\
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Uploading Files

e Tap the + (plus) button.

e Select Upload File from the pop-up menu.

e Choose a file from your device to upload.

e The file will be added to the document dashboard under the Recent Files section.

9:41
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My Docs
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Managing Files and Folders

e Select Files:
e Long press on a file or folder to select it.
e You can select multiple items at once for bulk actions.
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Actions on Files/Folders:

e Tap the Actions Menu (three dots) at the bottom of the screen after selecting an item.
Available options include:
o Move: Relocate the file to a different folder.
Copy: Create a duplicate of the file.
Download: Download the file to your device.
Delete: Permanently remove the file.
Add to Favorites: Mark the file for easy access.

0 O O O

9:41

X 1item selected

July 10,2024 - 2items

&
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Sharing Files

e Tap the Share Icon after selecting a file.
e Enter the email addresses or usernames of the people you want to share the file with.

e Tap Share to send a link to the document, which can be accessed by the selected users.
e Tap Link icon to copy the link.

@D Rename

¢} Add to Favorites
@ Make a Copy

<, Download

Add fo Archive
(@ CopyLink

@ Detais
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Archiving Files

e Select the file(s) you want to archive.

e Tap the Archive Icon.

e Archived files will be moved to the Archive Tab, where they can be restored or
permanently deleted later.
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Deleting Files

e Select the file(s) you want to delete.
e Tap the Delete Icon and confirm the action.
e Deleted files move to the Recycle Bin, where they can be restored or permanently.
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Emptying the Recycle Bin

e Go to the Recycle Bin tab within the document management system.
e Tap the Empty Recycle Bin button to permanently delete all items.
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Messaging

Starting a Direct Message

e Tap the Messages tab from the navigation bar.

e Click on the Direct Message option to start a new conversation.

e Select a contact from the list or use the search bar to find the person by name or email.
e Type a message in the text box at the bottom of the screen, then hit Send.
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Messaging Options:

e Replying: Long press on a message to reply or react with an emoji.

e Pinning Messages: Select a message and pin it to keep important information visible at
the top.

e Forwarding: Long press on a message to forward it to another contact.
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Group Messaging

e Go to the Messages tab and click the Create New Group button.

e Add members to the group by selecting them from the contact list or entering their email.
e Name the group and set a group description (optional).

e Tap Create Group to finalize.
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Managing Group Members

e Adding Members: Open the group chat, select the group details, and click
e Add Members. Select new members from the list.
e Removing Members: From the group details, long-press on a

member’s name to remove them from the group.

e Exiting the Group: In the group settings, tap Exit Group.
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Channels

Creating and Managing Channels

e Channels are used to categorize communication based on topics or projects.
e Creating a Channel: In the Messages tab, select Create Channel. Name the channel
and invite members. Optionally, choose between public or private visibility.
e Inviting Members: Once a channel is created, go to the channel's
settings, select Add Members, and invite new people.

e QR Code Invitation: In the channel settings, generate a QR code for sharing the

invitation link. This is useful for large teams.

e Channel Permissions:

o Admin Controls: Only admins can add or remove members, set channel
descriptions, or delete the channel.

o Member Controls: Members can leave the channel, mute notifications, or

customize their viewing preferences.
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Media Sharing
Types of Media Supported:

e Images: Tap the attachment icon, select Image, and choose from the gallery or take a
photo.

e Files: Attach documents, spreadsheets, or presentations.

e Videos: Share videos directly from your device or through cloud integration.

e Voice Notes: Record and send voice messages directly in the chat.

Viewing Shared Media:

e All media is stored in the Media section of the group or direct message.
e Access shared files or images by tapping on the media icon in the chat header.
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Calls and Audio/Video Messages

Starting an Audio/Video Call:

e Open adirect or group chat and tap the Phone or Video Camera icon in the top right
corner.
e Wait for others to join and proceed with the call.

Lucas Thomas

03:26
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Group Audio/Video Calls:

e Group calls support up to 10 participants at a time.
e You can toggle between audio and video during a call.

e During the call, options like mute, turn off video, or end the call will be available at the
bottom of the screen.
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Message Reactions and Emojis

Reacting to Messages:

e Long press on any message to open the reactions menu.
e Select an emoji to react to the message, visible to all participants in the chat.

Custom Emojis:

e You can also upload custom emojis for your organization by tapping on the
e Emoji button in the chat box and selecting Add Custom Emoji.
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Message History and Search
Searching Through Chats:

e Use the search bar in the Messages tab to look for specific chats, keywords, or contacts.
e Advanced Search lets you filter by date, media type, or sender.
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Archiving Chats:

e Swipe left on a chat in the messages list to archive it. Archived chats can be
found in the Archived Chats tab.
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Blocking and Unblocking Contacts:

e Block: Open a direct message, go to the contact’s profile, and select Block Contact.
e Unblock: In the Blocked Contacts section, select the contact and tap Unblock.
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Notifications and Alerts

e Mute Notifications:
e Mute a chat or channel by going into the chat settings and selecting Mute
Notifications. You can choose to mute notifications for a specific duration (e.g., 1 hour,

1 day, indefinitely).
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Unread Messages:

e All unread messages are highlighted in red in the Messages tab, making it easy to spot
messages that need your attention.
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FormHub

e From the main dashboard, tap the FormHub section to access all available forms.
e You’ll see a list of existing forms such as Form ABC, Form XYZ, and others.
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Creating a New Form

e Tap the + (plus) button in the bottom-right corner to create a new form.
e Enter the Form Name (e.g., "Testing Demao").

e Tap Create Form to save your form.

e You will see a confirmation message, "Form successfully created.”
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Adding New Fields to the Form

e Select the form you just created (or any existing form) from the FormHub list.
e Toadd new fields: Repeat this process to add multiple fields.

o Tap Add New Field.

o Enter the Field Name (e.g., Region, Vendor, or Department).

o Tap Add Field to include it in the form.

941

< Test Demo

+ Add New Field

Add New Field

New Field ‘

Add Field

LathranSoft




Adding Records to the Form

e Once the fields are added, tap Add New Record to start entering data for the form.
e Fill in the fields with relevant data.

Example: For the field "Vendor," enter values like "Samsung," and for "Region," enter
"North."

e Tap Add Record to save the data.
e A confirmation message will appear, "Record added successfully."
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Editing an Existing Record

e To edit an existing record, tap the record you want to modify.
e Update the field values as needed.

e Tap Save Changes to confirm the updates.
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Deleting a Record

e To delete a record, tap on the record you wish to remove.
e Scroll to the bottom and tap Delete.
e Confirm the deletion by tapping Yes, Delete.
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Deleting a Form

e To delete an entire form, open the form you want to delete.
e Click on three dot and tap the Delete icon.
e Confirm by tapping Yes, Delete.
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