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Turn on/off and settings

To turn allocation on sign in to your company admin account and go to Settings > control assets - https://www.warp-it.co.uk/company-account/settings/assetsettings.aspx
Scroll down to the Allocate Items section and switch to Enabled and click save changes.
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This will open up the allocate section.
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Internal Allocation
From here you can select who can allocate internally by using the Who Can Allocate Items Internally: drop down (Admin only or Admin and User).
External allocation
You can switch On/Off allocate external by switching Allocate Items - Externally To Partner: between enabled and disabled.
You can select who can allocate externally by using the Who Can Allocate Items Externally: drop down (Admin only or Admin and User).
Allocation User – From External
Clicking on the Allocate from Partner - Select User: drop down will list all your users, click on the user you want partners to allocate items to. 
If left as No External Allocation or Allocate Items - Externally To Partner is disabled, the option for your partners to allocate to your 
organisation will not appear on their add items page.
Click save changes after you have selected your option to confirm.
Allocate Partners
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This is to allocate items to charities. To add a charity to the list, first enter the email that uses for Warp It login.
This will send an email for the charity to confirm the partnership. 
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Clicking accept will goto a page with this message.
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When the charity has confirmed they will appear on a list of partnered charities. 
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This is the list that will appear on the add item page in allocate Charity section.
Allocate items to charity

To allocate to charities. After filling in the item details and selecting the partner charity from the dropdown list, clicking the allocate charity button 
will add the item as normal but the partner charity will be allocated the item as a claimed item.
The item owner and the allocated charity will be notified by email of the transaction. 
Either can then set the claim as delivered/collected to complete the transaction 
or cancel the claim and then the item will then go live as an item that has been added as normal.
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Add items page
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Internal

A list of all internal users will be available if Allocate is switched on.

After filling in the item details and selecting the user from the dropdown list, clicking the allocate internal button 
will add the item as normal but the internal allocation user will be allocated the item as a claimed item.
The item owner and the allocated user will be notified by email of the transaction. 
Either can then set the claim as delivered/collected to complete the transaction 
or cancel the claim and then the item will then go live as an item that has been added as normal

External

For the allocate external button to appear one or more of your partners must have an 
Allocate Items To – From Partner user selected and have allocate external enabled. 
For each partner that has an external user, their organisation name will appear in the drop down.
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After filling in the item details, clicking the allocate external button will add the item as normal but the external allocation user will be allocated the item as a claimed item.
The item owner and the allocated user will be notified by email of the transaction. Either can then cancel the claim and then the item will then go live as an item that has been added as normal.

All allocated items can be viewed after the transaction by going to the claimed items page. From here the claim can be completed or cancelled.

Allocate items retrospectively

To allocate retrospectively go to the active items list view and select the item you wish to allocate. This will open the edit item page, if allocate is switched on the allocation section will appear. To allocate item replicate the steps on the add item page.
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Allocate Partners

I you would like to allocate items to small charities, they must be added by emailing the charity and them agreeing
to the allocation partnership request.

To send them an email, enter their emails address in the field below. If they are a charity within Warplt they will be
sent an email with the option to agree to the partnership.

Charity Email

Send Email

Charity Name Charity Email Actions

Yorkshire Dave charitytest@eightlegged com
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charities. Select which charity from the dropdown
then click allocate charity button.

Yorkshire Dave v

Allocate Charity




image8.png
Unknown v
Location *
Office number, floor, building

Please select which Office/Campus this item is
located in *

Filey v

-]

-]

Please select which Department this item is from *

T v

Please select which Cost Centre this item is from

G00003 - Test Code 3 v

Available From *
06/08/2019 | &
Advertise Until *

27/08/2019 &

-]

Add Item

Your settings allow you to allocate items internally,
please select the user to allocate this item to.

Simon - sie4@eightiegged.com v

Allocate Internal

Your settings allow you to allocate items
extenally. Select which partner from the
dropdown then click allocate external button

Eightlegged.com v

Allocate External




image9.png
located in
Your settings allow you to allocate items exterally.

ey M Select which partner from the dropdown then click
allocate external button.

Please select which Department this item s from *

Eightlegged.com v

T v

Please select which Cost Centre this item is from * Allocate External




image10.png
b detd o

Filey . Q

Your settings allow you to allocate items internally,
Please select which Department this item is from *

T . e

please select the user to allocate this item to.

Simon - sie4@eightiegged.com v

Please select which Cost Centre this item is from *

G00003 - Test Code 3 v Q
Allocate Internal

Available From *

1911112018 | & e
Your settings allow you to allocate items
Advertise Until * extenally. Select which partner from the
141102019 | [~} dropdown then click allocate external button.

Eightlegged.com v

Allocate External

Save Changes




image1.png
Allocate Items

If you want to allocate items switch on here.
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Allocate Partners

I you would like to allocate items to small charities, they must be added by emailing the charity and them agreeing
to the allocation partnership request.

To send them an email, enter their emails address in the field below. If they are a charity within Warplt they will be
sent an email with the option to agree to the partnership.

An email has been sent to - charitytest@eightlegged.com.

Charity Email

charitytest@eightlegged.com

Send Email
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Qwal’p it Your Waste Action Reuse Portal

Dear Yorkshire Dave

My organisation testcompany would like to link up with your organisation to collaborate on resource.
use.

Click here to accept this request.
Our Warp It home page is www.warp-it.co.uk/testcompany.

Yours sincerely
testcompany change

To update your email preferences click here.
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Allocate Request

You have been partnered with testcompany.

testcompany can now allocate items to Yorkshire Dave

Click here to retum to the home page.




