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To add levels or change the hierarchy of your locations, navigate to the Site Administration page. 

From the Dploy Portal,
click the Admin link, then
the Site Admin link.

OR
OR

From the My Responsibilities page,
click the Site Administration link.

Navigating to the Locations Page

Click the Locations tab:
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To change settings for a 
location: 

Click the Location name, 
Cincinnati.

Make changes.

Click Save.

Making Changes to Locations 3
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3Note: If Locations are marked Inactive,
they will not show in the Locations
tree. Click the Show Inactive
Locations box to display them.
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To add a location: 

Click the name of the Location 
the new location is to be a 
part of.

Click Add Child to this Location.

Click Save.

Note: To add a location to the Top Level, 
add the child and then move it to the Top 
Level (see next slide).

Adding a Location 4
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To move a location to the Top Level 
of your hierarchy: 

Click the name of the Location to  
be moved.

Use the Move To dropdown and 
choose Top Level.

Click Save.

Moving a Location to the Top Level 5

1

1

2

23

3



© 2017 TBM CONSULTING GROUP, INC  ALL RIGHTS RESERVED  DPLOY SOLUTIONS

To move a location to under another 
location in your hierarchy: 

Click the name of the Location to  
be moved, Omaha.

Use the Move To dropdown and 
choose the Location you want 
to move it under. In this case, 
we want to move it under MW 
Region.

Click Save.

Moving a Location to be a Child of another Location 6
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If you have questions, please reach out to the Dploy Solutions Help Desk at:

help@dploysolutions.com


