[image: ]Work Instruction - Organization
[image: ][image: ]Author:				F.Bovendeert
Version:				V1.0
Publication date:			25-07-2025





Work Instruction - Organization






































	Work Instruction - Organization
	Project: Master Template

	Function
	Doc No:
	Doc sheet:
	Doc Rev.:
	Pages

	
	
	
	
	

	Doc Class:
	Created by:
	Created on:
	Changed by:
	Changed Date:

	
	Floris Bovendeert
	25-7-2025	
	



[bookmark: _Hlk204331937]In this document, you will find the basic work instructions for Organization.

The document begins with general information about the module in Relatics, including an introduction, objective, and solution. Following this, the structure of the module as implemented in our master template is explained. The subchapters correspond to the tabs in Relatics. Whenever a relevant clickable element appears within a tab, its detail page is also described.
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[bookmark: _Toc203566300]1. General

[bookmark: _Toc203566301]1.1 Introduction
In this module, you manage all organization-related information within your project. This includes organizations, persons, roles, teams, departments, addresses, and their classifications. Relatics allows you to record and maintain this data in a structured way, ensuring clarity and consistency across the project organization

[bookmark: _Toc203566302]1.2 Objective
The aim is to ensure full traceability and transparency of who is involved in the project, in which role, from which organization, and at which location. In many projects, this information becomes fragmented or outdated, leading to miscommunication and inefficiencies. A centralized and structured approach prevents this.

[bookmark: _Toc203566303]1.3 Solution
Relatics addresses this issue by helping you manage all relevant organizational data in one place. When used consistently, this module provides insight into the organizational structure, responsibilities, and communication lines. It supports effective collaboration, avoids duplication, and enables smooth project execution.


[bookmark: _Toc203566304]2. Module

Go to -> Organization -> Organization.
[image: ]

Click and you will see the following screen:
[image: ]You will find three tabs in this module:

· Project organisation.
· Teams.
· Departments & Types
· List of all addresses.
· Checks.








[bookmark: _Toc203566305]2.1 Project organisation 
This tab contains an overview of all persons, organizations, roles of persons, and roles of organizations.
[image: ]

By pressing on the + sign next to decision, you can create new instances of the specific element.
[image: ]




When you click on a person, its full details will appear on the right side of the screen, where you can review and update the information.
[image: ]

By clicking on a specific tab on the person’s detail page, you can access, review, and update targeted information about that individual. Each tab provides a different category of personal data:

· General – Displays general information about the person.
· Responsible for – Lists all instances where the person is marked as responsible.
· Support or consult – Shows where the person is selected as a support or consultation contact.
· Stakeholder mgt – Allows you to describe the person as a stakeholder and assess their influence and interest.
· Communication – Displays emails sent and received by the person, as well as questions submitted or answered.
[image: ]
General information about the person is automatically updated if it has been filled in within the CRM and the person is correctly linked to their corresponding CRM entry.


Fill in the general information of the specific decision.



	






Option tot select an organization and department that applies for the person.


By clicking on a specific tab on the organization detail page, you can access, review, and update targeted information about that organization. Each tab provides a different category of organizations data:
· General = Displays general information about the organization.
· Stakeholder mgt = Allows you to describe the person as a stakeholder and assess their influence and interest.
· Correspondence  = Displays all the emails the organization has sent or received

[image: ]

[bookmark: _Toc203566306]2.2 Teams
This tab allows you to create teams by right-clicking in the white area and arranging them hierarchically. By selecting a specific team, a detail page opens on the right side of the screen. Here, you can enter general information about the team, define sub-teams, link recurring meetings, assign a meeting template, and specify which people belong to the team.
[image: ]



[bookmark: _Toc203566307]2.3 Departments & types
This tab provides an overview of departments, organization types, and team types. Users can add new entries by clicking the + sign above each table. Selecting a specific entry opens its detail page on the right side of the screen, where you can view and edit all related information.

[image: ]
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[bookmark: _Toc203566308]2.4 List of all addresses
This tab allows users to create geographical or digital addresses for organizations.
To register a geographical address, you must first link it to an existing organization from the CRM or create a new one. The first table shows that multiple addresses can be added to a single organization. To create a new address, right-click the marker icon with the + sign and select Create.

[image: ]


[bookmark: _Toc203566309]2.5 Checks
This final tab displays all individuals with an active status who are not currently linked to any organization.
[image: ]
Page 2 of 2
image1.png




image2.png
w F.LLX.
consultancy





image3.png
it of project participants
takeholder Mgt

Myideshoard Flexible | Logical | Information | Xperience Brojectlewsilastmonthy

My activities / responsibilities
/ Requirements: Central place for project information
A Actions(l) 16 @ Systems: Enrich information by connecting information
Q Audits:
Trade-offs: A lssues:
@ Work packages: 1 B Documents:
3 Open questions: 2 5 Change requests:

s Onine collaboration
£ Traceability
Increased control on muliple topics

£ New emails: © Functions

My upcoming meetings (coming two weeks)

Requirements
Meetings
Actions

%, Risk Management





image4.png
PROJECT ORGANISATION

i @ Persons

ORGANISATION OVERVIEW

DEPARTMENTS & TYPES

i @ Organization

LIST OF ALL ADDRESSES.

A seson Je— oRcANSATON se oRGANSATON e
< & 2 Aoon |® T Process mindea_|| |2 b I % ciy Engineering
< A & 2 Antoon |% f§ FLIX. ECC + 8 Ecc *
ter Berge. G + g FLIX % ., Project
< & 2t [SB EcC Management
Caccivolo G + § Feacsnp %
< @ 2 o | W ¥ § Heeems %, Offtnore contractor
< T2 | 3 + g Fusman T Technial soluton
< T 2 e[S g FLX Equipment specialist
Vries + § Ogenisaton |
< 2 2 o [ & FLX i + g phiips %, Shipbulding
Doe R + § Roaltusman |
< [w & 2 Ve [® B Roya Fusman
o0 Evers Displying tems 1109 19
< | & 2 pewde % T
Vies
< r & 2 peer |% B FLIX





image5.png
ORGANISATION OVERVIEW

PROJECT ORGANISATION TEAMS DEPARTMENTS & TYPES ST OF ALL ADDRESSES CHECKS
i @ Persons i @ organization
INmALS PERSON. ORGANISATION SRspsATION ABBR. ORGANISATION TveE

© & 2 Antoon B i Process minded '2 Al IS ® ci Engincering

< | & 2 AntoontwrBerge | § FLIX S g icc %

- &2 b cne S B ECC i ¥ g X % . Projct Management

< & 2 o B " + 8 Feadship A

= Py Ly " + § reerema %, Offshore contractor

— 1 Frgryare Sg v ¥ Fisman Equipment %, Technical zoution specalst

< & 2 JohnDoe B & FLIX + 8 Orgenisatin A

< |w & 2 Verklenbiers | @ Royal Fusmen T + 8 Priips % o Shipbuiding

< [ow & 2 peerdeVies % & Heerema R + B Royl Huisman ®

< |r & 2 P Vijost | |® B FLIX Displaying items 1 t09 of

> & 2 Sjaklanvan T g Feodsnip

Tongeren T g Feeemo

< |r & 2 Vihost Peter | % T FLIX

Displaying items 110 12 of 12
@ Roles of persons @® Roles of Organizations

ROLE OF APERSON oescaiToN person ROLE OF AN ORGANISATION oescpTion oRGaNIsATION

FR Cient % 2 Antoon FR Cient % § Roya Husman
% 2 Markclan Evers +R Comaker %

FR Ergnesr B F R Vi conracior % g X

F R Knowledge & Information Manager % & JandeVres FR Sub contractor % § Fedship
% 2 peter Vijhoet

FR Project Manager % 2 Antoon ter Berge

FR Purchaser %





image6.png
ORGANISATION OVERVIEW

PROJECT ORGANISATION TEAMS DEPARTMENTS & TYPES LIST OF ALL ADDRESSES CHECKS

PERSON ORGANISATION SRspsATION ABBR. ORGANISATION e
< & 2 Antoon % & Process minded i 8 i % iy Engineering
< A &+ 2 AntoonterBerge | | FLIX. ECC + 8 Ecc
< & 2 FricaCaccivolo | % | ECC i + B FLX
< & 2 Foris % £ + @ Feackhip %
< & 2 B H F g reeeme % -, Offshore contractor
< & 2 s d v g HE +  uisman Equipment % ., Techrical soluion specialt
< & 2 JohnDoe % & FLIX *+ @ Organisation %
< [w & 2 MarkJanEers | % @ Royal Huisman i + 8 Phiips
< |w & 2 Peerdevies % & Heerema il + 8 Foyel Huismen A
< |r & 2 PeerVihoet | @ FLIX Displaying tems 1t09.0f
> & 2 Seclnvan | @ Feadship

Tongeren % @ Heerema
< |r & 2 Viposipeter | & FLIX

Displaying tems 1t0 120f 12

oLt oF Aperson oescaTon sevson ROLEOF AN ORGANSATION oescapon orcansaTION

FR Cient % 2 Antoon FR et % Royal Human
% 2 ekl tues FR Comaker B

FR Ergnesr B F R Vi conracior % g X

FR Knowiedge & nformation Mansger % 2 e Vi F R 5ub contracior T Fescnp
% 2 Peter Vijpoet

FR Project Manager % 2 Antoon ter Bege

FR Purchaser B





image7.png
ORGANISATION OVERVIEW PERSON
PROTECT ORGANATION TeAMS DEPARTMENTS & TYPES LIST OF ALL ADDRESSES creCks O e
) GENERAL RESPONSIBLE FOR SUPPORTORCONSULT  STAKEHOLDER MGT COMMUNICATION
@ Persons i @ Organization
s e — CrGANSATON sse ORGANISATION vee i Attributes

© & 2 Antoon [® & Processminded || |72 b BC ® ineering NAME & Peter Vijnost
< | & 2 Anoon |® § FLIX i g icc s P

ter Berge i3 g rUx % P P Peter
< & 2 e % g ECC :mzm«n SURNAME Vijhost

Cacciuolo me -
< & 2 o | S 2 s [ Do
< &2 : i e core oF A pescon R Koowledge & Informstion Vanager
< | & 2 ance FLIX uisman o Technica @ © Adive O o inactive

i 8 Equipment solution speciaist swUS OLL O & back
© &2 om | + @ Orgenisation | pHoTo

Doe + § Orgenisatin | )
< |w & 2 Vo | @ Royal Fusman i +§ Phies % ., Shipbulding 5 G Gonie det

RH + @ Foyaltusman | unk
© W &k Heerema MOBILE NUMBER
Displaying items 110 10.0f 10
PHONE NUMEER
< Ie
emaL ADDRESS

> B Feadship .

Janvan i Is employee of

R T @ Feeema

""‘3 % ORGANISATION 'DEPARTMENT
< Ir 2 Vijhoct, & FLIX

L3 > & % 11, Knowiedge & nformtion Marsgerment

Displaying items 1 to 12 of 12





image8.png
& Peter Vrijoet

PERSON

GENERAL RESPONSIBLE FOR SUPPORT OR CONSULT STAKEHOLDER MGT COMMUNICATION
Attributes
e & Peter Vijnost
iNmaLs °
FRST NAME peter
Surnave Viihoet
me ir.
NATONALTY Dutch
roLE o ApEREON R Knowledge & Information Manager
s @< At O inacie
sHoTo
i CRM contact det
Nk
MOBILE NUMEER
PHONE NUMEER
emaL ADDRESS
i Is employee of
oRGANISATION oepArTMENT

[~ 8

% 11, Knowedge & Information Managemen





image9.png
ORGANISATION OVERVIEW.

ORGANISATION

TEAMS. DEPARTMENTS & TYPES. LIST OF ALL ADDRESSES CHECKS B asw
N ) GENERAL STAKEHOLDER MGT ‘CORRESPONDENCE
@ Persons H
Nmas peRSON ORGANISATION B (GHlmes
< & 2 Antoon [% = [* B AsuL Aser i
2 ntoon Nave B AML
< |a & 2 Antoon | B FLIX = T8 c
terBerge + oescruprion
< & 2t S8 EcC e B Fux ROLE OF AN ORGANISATION ®
oo | PO %, Engineering
< & Floris < 3 + @ Feadship 1060 L]
< & 2 jon H + @ Heerema
< | & 2 nce | g FLIX i @ Address
Vies
= Fygr——r - - steesr zp cove an ProvcE oy
Doe. Equipment 9 [par 1234 Utrecht % ® Dutsland
< |w & 2 Varc | @ Royal Husman
Jon Bvers i @ Has em)
H ployees.
< |w & 2 Pererde [ + @ Organisation
Vies + @ Organisation PERSON ROLE OF A PERSON
< T & 2 e[S 8 FLX A F 8 Phies [T ®
Vijhoe Shiphuilding
> & 2 Sk | [ Feadship R + @ Royal Huisman |% i @ Has departments
Jan van
e Dipaing e 10100410 || _senn e o e
< |r & 2 Vijhoet, | % [l
Peter





image10.png
PROJECT ORGANISATION

i Organogram

ORGANISATION OVERVIEW

DEPARTMENTS & TYPES

LIST OF ALL ADDRESSES

CHECKS.

me o~

Create

Collspse al
Paste

Refresh
Downioad as
Undelete
Browse history

Query...

24 Team

i Attributes

TEAM

i @ Sub-teams

NaME
DESCRIPTION
TeAMTYPE

i @ Con

uous meeting

24 Team

NAME

NaME

([ s it G

i © Has meeting template

MEETING TEMPLATE

StarUs

i @ Contains persons

FIRST NAME SURNAME

MOBILE NUMBER EMAIL ADDRESS

ROLE OF A PERSON





image11.png
ORGANISATION OVERVIEW DEPARTMENT

PROJECT ORGANISATION TEAMS LIST OF ALL ADDRESSES CHECKS u, Department
@epa,‘mems i Attributes
sereviATION —_— - . Department
oescrprion
B Enginesring
. g
™ . Project Management A FRSTNAVE SurAe pronE NuvBER wosie AL ADDRESS
S@)rganiu‘ion types
asRevATION oRGANSATION TPE DescpTon
B + . Engneering
+ . Offshore contractor
™ F . Project Management
+ ., Shipbuiding
Technical solution specialist

@Tezm =D

TeAMTYPE
. Engineering team





image12.png
'ORGANISATION OVERVIEW DEPARTMENT TYPE

s Engineering

PROJECT ORGANISATION TEAMs. LIST OF ALL ADDRESSES CHECKS.

i Attributes

i @ Departments
sERevATION oarTHENT — - Enginesring
o Department oescrprion
B Enginesring
. ‘6 X
i @is classifier of Organisation (s)
[ ., Knowiedge & Information Management
™ ., Project Management NuwsER = A oescrmon
Tz = [ g o

i @ Organization types

ORGANISATION TvPE DESCRIPTION

ABBREVIATION

Offshore contractor

™ Project Management

+ -, Shipbuilding

F ., Technical solution specialist

i @ Team types
Teaw e
4 Enginesring team





image13.png
ORGANISATION OVERVIEW

PROJECT ORGANISATION TEAMS LIST OF ALL ADDRESSES CHECKS
i @ Departments
ssrevATIoN oarTHENT oescRpTON
o Department
B o Engnesring
[ ., Knowiedge & Information Management
™ ., Project Management

i @ Organization types

sereviATION ORGANISATION TP oescrrTION
B + _,, Engineering

Offshore contractor
M Project Management

Shipbuiding

+ ., Technical solution special

i @ Team types

e TYPE

4 Engineering tesm

ttributes

TEAM TYPE

NaME
DESCRIPTION

4 Engineering team





image14.png
ORGANISATION OVERVIEW

PROJECT ORGANISATION TEAMS 'DEPARTMENTS & TVPES CHECKS
@«u aeoaraphical addresses
5 @ Creste (Use CRM Organisation) z = e
B cone o Gt
[ ® Cexe 9 [oear ) Utrecht % & Duitland
B FLX 9 D)
+ 9 [ Desiookss 621RR | Breukelen Utrecht % & Nederiand
) Huisman Equipment %
8 Phips +9 |owy2 3645GF | Amsterdam Noord Holland % © Nederand
LX) D)

@ Digital addresses

VIRTUAL LOGATION

i

@ Sope

& Teams

& Zoom





image15.png
ORGANISATION OVERVIEW

PROJECT ORGANISATION TEAMS. DEPARTMENTS & TYPES LIST OF ALL ADDRESSES

 Project participant(s) without Organisation

roor e
o e P e T sumnave N Moz e
% % Processminded | R Client

% 2 Floris

% 2 jan Jan de Vries

% 5 FLIX 2 JohnDoe Doe

% 25, Heerema 2 Peterde deVies

% 5. FLIX Vrijhoef





image16.png
w FLIX.
consultancy





