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How to Manage Your Office Locations

This guide provides the necessary steps to add a new office location or to amend the details of an existing one
within Yao. This functionality is essential for maintaining accurate records when your firm expands, relocates, or
needs to update contact information, which is a key part of seamless practice management.

Prerequisites

e You must have Administrator permissions to access and amend office settings.

Navigate to the Offices Menu

The Offices section, which lists all current location details, is located within the main system Configuration
menu.

1. Click the Configuration menu, which is represented by a cog icon, in the left-hand navigation pane.
2. In the sub-menu at the top of the screen, click Organisation.
3. Click the Offices sub-menu item.

1. The Offices screen will now display a list of all current office locations.
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Amend an Existing Office

If an office has moved premises or its contact details require correction, you can edit its entry from the Offices
screen.

1. Locate the row of the office which you wish to amend.
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2. On the far right-hand side of that office's row, click the Menu icon (three vertical dots).
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1. From the drop-down menu which appears, click Edit.
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2. Amend the necessary fields
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The Update office pop-up window will appear.

1. Click the Save button. The updated office details will now be saved and reflected in the office list.

Add a New Office

Use the following steps to record a new office location for your firm.



1. In the upper-right corner of the Offices screen, click the Add Office button.
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The Create office pop-up window will appear.

1. Fill in all required fields for the new location.

2. Click the Add button. The new office will now be created and will appear in the office list.

Important Note on Registered Office Changes

If the office you have updated or added is your firm’s registered office, which is the official address recorded
for the business, you must also notify the Yao support team. This additional notification is required so that the
back-end system can be updated with the registered office change, which is a manual process.

Please notify the team by emailing support@yaotechnology.com.



