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Getting started

Overview

The topics in this section describe key steps for successfully setting up Sentral Issue Tracking. They describe
the default settings and configuration for all staff.

A detailed description for the setup of Issue Tracking has been provided as well as a checklist of pre-requisites,
decisions and recurring tasks that need to be reviewed on a periodic basis.

Considerations, dependencies and pre-requisites

This section highlights the key areas that your Sentral Administrator in consultation with your school's
leadership team consider prior to setting up the Sentral Issue Tracking module.

Setup

Your school's Sentral Administrator and School Admin staff need to configure:
¢ types of areas to track

¢ which staff members will be notified

¢ locations within the school

e priorities of the issues

e assignees

e access levels.

Integration with Asset Manager module

Often an issue registered by staff may relate to an asset such as a laptop for example. Asset Manager does not
sync to Issue Tracking or vice versa. Your school may need to consider if an asset is damaged or is written off,
that it may need to be updated in Asset Manager.

Roles and responsibilities setup

The Issue Tracking module is a powerful module with many features and functions that can address your
school’s tasks and WHS needs.

Administration of this module is usually assigned to a select group of staff with access to all the functionality in
the module. Your school is responsible for applying access levels for staff to determine what actions they can
perform in the module.

Access

To access Issue Tracking from the Sentral home screen:
XX J

Select the menu icon s+ and choose Issue Tracking.

Select . Setup and choose Issue Tracking Setup.
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Configure task types

Overview

Use the information in this topic to add and maintain task categories and types.

Within each task type, you can define the description, apply a colour code for the task type, and configure
assignee settings.

Default task types

The following types are built-in:

¢ Work Health and Safety

¢ Whole School Incident.

‘ Note: You can edit and hide built-in task types but you cannot remove them.

Add task type

Steps

Follow these steps to add a task type.

1.

2.

Issue Tracking Setup

vvvvvvvvv

Issue Tracking Setup

Notifications
LLLLLLLL

‘‘‘‘‘‘‘‘‘‘

cccccc
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Select the menu icon

eporting

Select . Setup and choose Issue Tracking Setup.

uuuuuu

uuuuuu

Assignee Groups
eate and manage group

, and then choose Issue Tracking.

AddType
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Add T
4. Select .

Additional fields display.

Add Task Type

Can non-managers set an Assignee:

Default Assignee:

Enter the title that you want to use for the task type. For example, Maintenance Issue.
Select a colour to use for the task type.
Enter a short title. For example, Maint.

Enter a description.

© © N o ;

Select a visibility option:

e Public - for all users to see all tasks

¢ Restricted - for all users to see only their own tasks

¢ Private - for only users who are given access to see tasks.
10. Select Yes or No for the following settings:

e Show deadline

e Can attach a student

¢ Require an assignee

e Can non-managers set an assignee.

11. For Default Assignee, either leave unassigned or select a user from the list.

12. Select m

Edit task type

Steps
Follow these steps to add a task type.

1. Selectthe menuicon , and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

nnnnnnnnn

\\\\\\\\\\

ssssss
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3. Select Setup in the left menu and choose Types.

Issue Tracking Setup

Setup ~ < Backiolesue Tacking

Notfications.

Locations

H
g
g
H

Visibiity
s Work Health and Safety. s Private
Assignees Whole School Incident School Incident Public
Assignee Groups. Missue Public

Access Maintenance Public
AR Public

Complaints Restricted

wewoowoowmoowowowm g

testrtype Public

4. Select m next to a task type.

Edit Task Type

Title: ‘Work Health and Safety
Short Title: WHS
Description: Track WHS risk assessments and
notifications
sl
Colour: & 2db0dl @

Visibility: @ Public — All users can see all 1asks

-
[ e T ]

DI

DI
CeT =T
DI
DI
LT

Show Deadline: Na

Can Attach a Student; Na

Assignee Settings

Require an Assignee: Wes “

Can non-managers set an Assignee: es “

Default Assignee: WHS Marshal hd

WHS Risk Assessment Access

Risk Assessment Access:

Access to WHS Ticket Closure:

5. Edit details as required, and select m

can be assigned.

access to WHS ticker closures.

Access

@ Example: In the WHS example above:
« staff can add deadline and attach students to this issue.

 staff can also add an assignee, non-managers can set an assignee and a default assignee

WHS assessment access enables staff to be assigned to complete risk assessment and

Modify access permissions for different staff types based on the tasks. Using the tabs across the top, toggle

between tasks to provide access levels to staff.

’ SENTRAL
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Access Settings

Schoslincident T Genesl  WHS  Lzecubive  Repains  GA LosiProperty  (TSepport  Saffincdent  CadyDatabase U

Groups

Green Accens Level
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Semecr School W tione O Virw O Manage
Acmaniriaton W Kone O View O Manage.
Euptution ¥ hone O View O Manage.
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Users
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Jotn Chang 9 tise O View O Manage
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Jemn ca @ Hone O View O Manage
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Configure issue tracking notifications

Overview

Use the information in this topic to configure notification options to be sent via email and/or a Sentral
Dashboard Alert when tasks are created, assigned or changed.

account. Similarly, email notifications are only possible if the linked Sentral user account has an

' Note: Assignee related options are only effective if the assignee is linked to a Sentral user
email address set in the user’s profile.

Steps

Follow these steps to configure notification settings.

1. Selectthe menuicon s, and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

nnnnnnnn

.........

3. Select Setup in the left menu and choose Notifications.

Notification Settings

=
=]

4. Do one of the following:
a. Specify the type of notifications you would like to send.

b. Disable notifications altogether.
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5. Enable or disable the following settings:
a. When a Task is Assigned

Enable this option to send a notification to an assignee when a task is assigned to them.

Note: The assignee must be linked to a Sentral user for this to work.

b. When a Task Changes

Enable this option to notify both the reporter and assignee when a task changes in some way or a
comment is added.

Note: The assignee must be linked to a Sentral user for this to work.

c. When a Comment is Added

Enable this option to notify both the reporter and assignee when someone comments on a task.
d. When a Task is Closed

Enable this option to notify the reporter of a task when a task they have entered is closed.

6. Select m

ISSUE TRACKING ADMIN GUIDE | PAGE 10
‘ SENTRAL |



Configure location groups

Overview

Use the information in this topic to manage buildings and rooms for resources, including importing from your

administration system where available.
Add, edit or remove a location groups

Steps

Follow these steps to configure Location Groups settings.
L X X ]

1. Selectthe menuicon s, and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup ~ < Backiolssue Tracking
Types Setup
Notifications Types Notifications
‘Add and maintain task categories and types Configure natfications on task creation, assignment or updates
- via emal andor Dashboard alerts
Priorities. Priorities Assignees
List and acjust prioriy istings for tasks Nominate individuals responsible for particular tasks
Assignees

Access

Assignes Groups Modify acosss permissions for different staff types

Access

3. Select Setup in the left menu and choose Locations.

Location Groups

Location Group/Building Locations/Rooms Source
school All school MANUAL
Test Group Room 1A, Manual

4. To add alocation group or building:

a. Select iunbbe b

Location Groups

Add Location Group/Building

Location Group/Building

Location Group/Building Locations/Rooms
sehool All School
Test Group Room 1A

b. Enter a name for the location group or building.

c. Select m

’ SENTRAL

Source

Locations

Manage buildings and rooms for resources, including imperting
from your administration system where availzble

Assignee Groups
Greate and manage groups of individuals responsible for tasks

Add Location Group/Building

Action
it ocators
it ocatons

‘Add Location Group/Building

Action

MANUAL Edit Locations

Manual

it Lactors

To remove a location, select next to the location group or building, and select m
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6. To edit alocation group or building name:

Edit Locati . -
a. Select next to a location or building.

Test Group
Locations/Rooms Source
Room 1A Manual

Rename Location Group/Building

b. Select

. Rename Location Group/Buildin
c. Update details and select P/ -

Rename Location Group/Building  [Ie RS T 0

Action

again.

Add, edit or remove a location or room within a group location or building

Steps

1. Selectthe menuicon s, and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup A < Backtolssue Tracking
Types Setup
Notifications Types Notifications.
404 and maintain task categories and types Configure notifications on task creation, essignment or Updates
Locations via email and/or Dashboard alerts
Pricrities Priorities Assignees
List and adjust priority listings for tasks Nominate individuals responsible for particular tasks
Assignees
Access

Assignee Groups. Modify access permissions for different staff types

Access

3. Select Setup in the left menu and choose Locations.

Location Groups

Location Group/Building Locations/Rooms Source:
school All School MANUAL
Test Group Room 1A Manual

Locations
Manage buildings and rooms for resources, including importing
from your administration system where available

Assignee Groups
Create and manage groups of individuals responsible for tasks

Add Location Group/Building
Action
dtLocations

4. Select next to the location group or building where you want to add a location or room.

Test Group
Locations/Rooms Source
Room 1A Manual
5. Toadd a location or room:
Add Location/Room
a. Select
Test Group
Add Location/Room
Location/Room Name
(= =0
Locations/Rooms Source
Room 1A Manual

b. Enter a name for the location or room.

c. Select m

’ SENTRAL

Rename Location Group/Building  [ECL TR S e )

Action

b | e

Rename Location Group/Building [N EITE TS0 LY

Action

Remove m
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6. Torename a location or room:
Rename .
a. Select - next to the location or room.

b. Update details and select again.

. L . - Remove .
7. Toremove a location or room within a location group or building, select - next to the location or

room, and select m
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Configure priorities for tasks

Overview

Use the information in this topic to list and adjust priority listings for tasks.

Steps

1. Select the menuicon , and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup R
Types Setup

Notifications Types
sddana

3. Select Setup in the left menu and choose Priorities.

Priorities

@ Useful Tips

To re-order priorities, click on the reorder handle and drag it up or down.
Name Action
caviou | 1 | i
stowm | e ] o
= o o | e | ]
= o o | e | ]

4. To edit the name of a priority:
a. Select m next to the priority.

b. Enter a new name and select m again.
5. To hide a priority:

a. Select m next to the priority.
b. Select m to disable the priority.

Set Default
6. To seta priority as the default, select next to the priority.

fault
The button disappears - meaning that the priority is now the default.

7. Tore-order the list of priorities, use the drag handle icon =
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Configure assignees

Overview

Use the information in this topic to nominate individuals responsible for particular tasks.

@ Note: You can import assignees from your Sentral User list.

Import assignees

Steps

1. Select the menuicon , and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup ~ < Backiolssue Tracking
Types Setup
Notifications Types Notifications Locations
‘AGd and maintain task categories and types Gonfigure notfications on task creation, assignment or updates Manage buildings and rooms for resources, including importing
Locations via email andor Dashboard alerts from your administration system where available
Priorities Priorities Assignees Assignee Groups
List and acjust priorty istings for tasks Nominate indvidusls responsible for particular tasks Greate and manage groups of individuals responsible for tasks
Assignees
Access
Assignee Groups Modify access permissions for different staff types
Access

3. Select Setup in the left menu and choose Assignees.

Manage Task Assignees

@ You can also import assignees from your Sentral User list by clicking the Import button - 10 user currently not assigned.

Assignee Name Linked Account Action

Adam McEwen yuin.esolearnteach m
Adam McGill yuin.repocoord m
Adam McGill yuin.repocoord m
Charles Florey yuin.officestaff m
Eve McKeown yuin.sbsadmin m
Gabrielle Jonsson yuin.staffing m
Hayden Balmain yuin.esostuengage m
James Shelley yuin.relief m
Jay Bellchambers jay.bellchambers m
Madison Castles yuin.esoschoolops m
Sophie Millen yuin.esoexecutive m

[ import | add |
4. Select m
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5. The Import Assignees from Sentral Users screen displays.
TaskPad is previous

Import Assignees from Sentral Users

@ You can quickly import some or all of your Sentral Users into TaskPad so that you may assign tasks to them. Tick the boxes next to the users below to create assignees linked to that user.

Name

Bill williamson

Mr Sentratest

Mr Bilbo Baggins

Mr P Cummins

Mr Arnie Liss-Test
Dr Sienna Moowattin
Dr Sienna Moowattin
Purchase Order1

Mystery User

O0O0ODO0ODOO0OO0Oo000o0aD

Mystery User

Username
bill.williamson
sentraltest
bilbo.baggins
cumminsp
amie-lisstest
yuin.apsstaff
yuin.teacher
purchase.order1
Mystery.User

Mystery.User1

6. Select some or all of your Sentral Users and select m i

Add new assignee

Steps

1. Selectthe menuicon s, and then choose Issue Tracking.

2. Select

Issue Tracking Setup

Setup
Types
Notifications
Locations
Priorities
Assigness
Assignee Groups

Access

< Backtolssus Tracking

Setup

Types

‘Add and maintain task categories and types
Priorities

List and adjust priority listings for tasks

Access

Modify acoess permissions for different staff types

Setup and choose Issue Tracking Setup.

Notifications
Configure notfications on task creation, assignment or updates
via el andor Dashboard alerts

Assignees
Nominate indvidusls responsible for particuler tasks

3. Select Setup in the left menu and choose Assignees.

Manage Task Assignees

@ You can also import assignees from your Sentral User list by clicking the Import button - 10 user currently not assigned.

Assignee Name

Adam McEwen
Adam McGill
Adam McGill
Charles Florey
Eve McKeown
Gabrielle Jonsson
Hayden Balmain
James Shelley
Jay Bellchambers
Madison Castles

Sophie Millen

’ SENTRAL

Linked Account

yuin.esolearnteach

yuin.repocoord

yuin.repocoord

yuin.officestaff

yuin.sbsadmin

yuin.staffing

yuin.esostuengage

yuin.relief

jay.bellchambers

yuin.esoschoolops

yuin esoexecutive

Locations
Manage buildings and rooms for resources, including importing
from your administration system where available

Assignee Groups
Create and manage groups of individusls responsiole for tasks

Action
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4. Select m )

Add New Assignee

Enter the name of the new assignee. It is recommended that you link assignees to a Sentral User account so that a user is notified of new events.

Tip: You may find it useful to create generic assignees, such as IT Coordinator, which can then be updated to the most current person holding that position as necessary.

Assignee Name/Title:

Sentral User:

~

(linking of users is optional but recommended)

5. Under Add New Assignee:

a. Enter a name or a role title (for example, IT Coordinator).

b. Select a Sentral User from the list.

c. Select m

Edit assignee

Steps

1. Selectthe menuicon s, and then choose Issue Tracking.

2. Select

Issue Tracking Setup

Setup A
Types
Notifications
Locations
Priorities
Assignees
Assignee Groups

Access

Setup and choose Issue Tracking Setup.

< Backtolssue Tracking

Setup

Types Notifications

‘AGd and maintain task categories and types Gonfigure notfications on task creation, assignment or updates
via email andor Dashboard alerts

Priorities Assignees

List and acjust priorty istings for tasks Nominate indvidusls responsible for particular tasks

Access

Modify access permissions for different staff types

3. Select Setup in the left menu and choose Assignees.

Manage Task Assignees

@ You can also import assignees from your Sentral User list by clicking the Import button - 10 user currently not assigned.

Assignee Name

Adam McEwen
Adam McGill
Adam McGill
Charles Florey
Eve McKeown
Gabrielle Jonsson
Hayden Balmain
James Shelley
Jay Bellchambers
Madison Castles

Sophie Millen

’ SENTRAL

Linked Account

yuin.esolearnteach

yuin.repocoord

yuin.repocoord

yuin.officestaff

yuin.sbsadmin

yuin.staffing

yuin.esostuengage

yuin.relief

jay.bellchambers

yuin.esoschoolops

yuin.esoexecutive

Locations
Manage buildings and rooms for resources, including importing
from your administration system where available

Assignee Groups
Create and manage groups of individuals responsible for tasks
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4. Select m next to an assignee.

Edit Assignee

Assignee Name/Title:

Sentral User:

Adam McEwen

‘Adam McEwen

~

(linking of users is opticnal but recommended)

5. Under Edit Assignee:

a. Update the name or arole title.
b. Update the Sentral User.

c. Select m

Disable assignee

Steps

1. Select the menuicon

, and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

setup

Types

Notifications

Locations

Priorities

Assignees

Assignee Groups

Access

< Backtolssue Tracking

Setup

Types

Add and maintain task categories and types
Priorities
List and adjust prierity listings for tasks

Access
Modify access permissions for Gifferent staff types

Notifications
Configure notifications on task creation, assignment or updates
via email angor Dashboard alerts

Assignees
Nominate indviduals responsible for particular tasks

3. Select Setup in the left menu and choose Assignees.

Manage Task Assignees

@ You can alsc import assignees from your Sentral User list by clicking the Import button - 10 user currently not assigned.

Assignee Name

Adam McEwen

Adam McGill

Adam McGill

Charles Florey

Eve McKeown

Gabrielle Jonsson

Hayden Balmain

James Shelley

Jay Bellchambers

Madison Castles

Sophie Millen

Linked Account

yuin.esolearnteach

yuin.repocoord

yuin.repocoord

yuin.officestaff

yuin.sbsadmin

yuin.staffing

yuin esostuengage

yuin.relief

jay.bellchambers

yuin.esoschoolops

yuin.esoexecutive

Disable .
4. Select next to an assignee.

5. Select m

’ SENTRAL

Locations
Manage buildings and rooms for resources, including importing
from your administration system where available

Assignee Groups
Craate and manage groups of individuals responsisle for tasks

Action

o
o
o3
oD
o
o
o
o
oD
o

o
[ import | add |
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Manage task assignee groups

Overview

Use the information in this topic to create and manage groups of individuals for tasks.

Add group

Steps

1. Selectthe menuicon , and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup ~ < Backiolssue Tracking
Types Setup
Notifications Types Notifications
‘Add and maintain task categories and types Configure natfications on task creation, assignment or updates
- via emal andor Dashboard alerts
Priorities. Priorities Assignees
List and adjust priorty listings for tasks Nominate individuals responsible for particular tasks
Assignees

Access

DT Modify acoess permissions for different staff types

Access

3. Select Setup in the left menu and choose Assignee Groups.

Manage Task Assignee Groups

Group Name Assignees

Technology Jay Bellchambers, Hayden Balmain
Waintenance Jay Bellchambers, Hayden Balmain
test group No Assignees

dd G
4. Enter a name for the new group and select i

Edit groups
Steps

1. Select the menuicon , and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup ~ < Backtolssue Tracking
Types Setup
Notffications Types Notifications
Add and maintain task categories and types Configure notifications on task creation, assignment or updates
Locations ‘via email and/or Dashboard alerts
Priorities Priorities Assignees
List and acjust prioriy istings for tasks Nominate individuals responsible for particular tasks
Assignees
Access

Assignee Groups Motify sccess permissions forcifferent staff ypes

Access

’ SENTRAL

Locations

Manage buildings and rooms for resources, including imperting
from your administration system where availzble

Assignee Groups
Greate and manage groups of individuals responsible for tasks

Action

Edit Members Rename Disable
Edit Members Rename Disable
Edit Members Rename Disable

Locations
Manage buildings and rooms for resources, including importing
from your administration system where availzble

Assignee Groups
Creste and manage grougs of individuals responsibl for tasks
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3. Select Setup in the left menu and choose Assignee Groups.

Manage Task Assignee Groups

Group Name Assignees

Technology Jay Bellchambers, Hayden Balmain
WMaintenance Jay Bellchambers, Hayden Balmain
test group No Assignees

4. To assign members to a group:

a. Select next to a group name.

Group Name Add Group

Action

e
o e

b. In Manage Group Members, select one or more group members, and then select m

5. Torename an assignee group:

a. Select next to a group.

b. Update the name of the group and select again.

Disable task assignee groups

Steps

L XX ]
1. Selectthe menuicon s, and then choose Issue Tracking.

2. Select . Setup and choose Issue Tracking Setup.

Issue Tracking Setup

Setup ~ < Backtolssue Tracking
Types Setup
Notifications Types Notifications
‘Add and maintain task categaries and types Gonfigure notifications on task creation, assignment or updates
- via email andor Dashboard alerts
Priorities. Priorities Assignees
List and acjust priorty istings for tasks Nominate individuals responsible for particular tasks
Assignees
Access

Assignee Groups Modify acosss permissions for different staff types

Access

3. Select Setup in the left menu and choose Assignee Groups.

Manage Task Assignee Groups

Group Name Assignees

Technology Jay Bellchambers, Hayden Balmain
Maintenance Jay Bellchambers, Hayden Balmain
test group No Assignees

.
4. Select next to an assignee group name.
5. Select m

’ SENTRAL

Locations

Manage buildings and rooms for resources, including importing
fromyour administration system where availzble

Assignee Groups
Greate and manage groups of individuals responsible for tasks

Action

o e
e
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Summary Checklist

So, you've scanned the detailed document and are wondering what’s next? This table gives you a road map in
concise, easy to read steps of how to get your Issue Tracking module up and running in no time.

Types Review Issue Tracking Types Once

Notifications Review notifications On a regular basis
Locations Review Locations On an annual basis
Properties Review Priorities On an annual basis
Assignees Review Assignees On an annual basis
Assignee Groups Review Assignee Groups On an annual basis
Access Review Access Permission On an annual basis
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Issue Tracking FAQs

How to setup notification triggers when creating and editing tasks in
issue tracking?

Overview

Sentral administrators can decide how, when and if a notification is sent to assignees when tasks are
created in Issue Tracking.

To setup notifications

Navigate to Issue Tracking module.
Select Issue Tracking Setup.
Select Notifications.

For Notification Types, select the preferred notification method from the drop-down menu.

o & 0 nh =

For the following fields, use the Enabled/Disabled toggles to select when a notification is sent:
a. When ataskis assigned.

b. When atask changes.

c. When a comment is added.

d. When atask is closed.

6. Select Save.

Issue Tracking Setup - Task Types

Overview

To setup the type of tasks your school may encounter:
Navigate to Issue Tracking module.

Select Issue Tracking Setup.

Select Types.

Select Add Type.

Enter a title, choose a colour and provide a short title.

Provide a short description if necessary.

N o o bk w N>

Select required Visibility for the Task Type. The Visibility selection will depend on the type of task and
who should have access. Eg. A teacher may not have access to Executive Task Types.

8. For the following, make appropriate Yes or No toggle selections based on your schools’ preferences:
a. Show deadline.
b. Can attach a student.
c. Require an assignee:
d. Can non-managers set an assignee:
9. (Optional) Select Default Assignee: in drop-down.

10. Once completed, save Task Type.
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@ Note: Some task types are builtin and cannot be removed, however can be edited, access
can be edited or hidden.

Creating assignees and Assignee groups

Overview
When creating tasks in Issue Tracking, users can assign a Group or a user to a particular task.

The below steps are recommended to action first, as it affects the ability for you to later assign individual
users to Groups.

To add individual users to be able to assign tasks
. Navigate to Issue Tracking module.
. Select Issue Tracking Setup

1

2

3. Select Assignees.

4. Select Add. You can also use the Import function if you have many users to import.
5

. Enter the name or title.
it is recommended to link the user to their Sentral User account.

6. Then select Save.

To create a group then assign individuals to the group.
1. Select Assignee Groups.

2. Enter a Group name in the Group Name window then select Add Group.
3. Select Edit Members for the new Group.
4

. Check the boxes alongside the individual users and Save. If a user is not displaying, refer to
instructions To add individual users to be able to assign tasksabove.

5. Click Back.

The individuals and/or Group will now display for selection in the drop-down menu for Assigned to: when
creating a new Task.

Issue Tracking Setup | Locations
A Sentral administrator can manage these Locations, such as adding, editing, and removing Locations
and Location Groups/Building.

To manage locations -

Navigate to Issue Tracking module.

Select Issue Tracking Setup.

Select Locations.

Do one or more of the following:

To remove or add a new Location Group/Building

Select Add Location Group/Building, enter a name and Save. Select Add Location/Room, enter a name
and Save.

Select Remove on the Location Group/Building and then Confirm.
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To add a new, remove or Rename a location of an existing Location Group/Building.

Select Edit Locations for the Location Group/Building, select Add Location/Room, enter a name and
Save.

Select Rename, enter a new name and select Rename.

Select Remove for the location and then Confirm.
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