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Access GControl

Access Control Admin

Staff Access Control Template All Control

& Home

Admin

e
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Access Contr

I—II—II—II—II—I

Status Staff_ID Superior Country_Base

Edit Account Approved Portal Admin (perwira) admin Malaysia

* Access Control Template

- Template to determine what function is available for this account
* Active

- Status of the account, when set to “No” cannot login to system anymore
* Approved

- Once account approved by admin, temporary password will sent to user
by email

Selangor




Access GControl

Access Control Admin @ Home ~ Admin  Access Control
Staff Access Control Template All Control

Admin Template -
Update Template Remove Template Save As Template
My Workplace Admin Resource Management Project Management Sales Management

My Workplace

My Profile : Permission to view My Profile
(@ Yes No

My Claim : Permission to view My Claim

®Yes No
My Leave : Permission to view My Leave

(@ Yes No

My Timesheet : Permission to view My Timesheet
(@ Yes No

Web Timesheet : Permission to use Web Timesheet

®Yes No

Create New Template Update Template
+ Set Yes/No for each function in all the tab » Select a template from dropdown
* Click “Save As Template” » Set Yes/No for the function to update
* Key in Template Name » Click “Update Template”
+ Click Save
9
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PrOjeCt Project Management @ Home -~ Admin ~ Project Management - Project List

New Row Delete Export Show |10_VI entries Search: | |

| | | | | ||l | | Il | | |

B O B B Y T )
1 Yes MY

MY_DIGI DIGI
2 Yes MY_EDGEPOINT MY EDGEPOINT
3 Yes MY_MAXIS MY MAXIS
4 Yes

Previous 1 Next

Managed by admin

Create Project
* Click “New Row”
* Click on the field to edit

Delete Project
» Selectarow
* Click “Delete”

Edit Project
+ Select a row . O
+ Click on the field to edit O o
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Project Access Softoya

PTOJeCt ACCGSS Admin @ Home - Admin - ProjectAccess

Staff Project

Edit Search:| I
I | | | | l

MY_DIGI
1 admin Portal Admin (perwira) MY_EDGEPOINT
MY_MAXIS

* Managed by Admin
» Set by Staff or by Project

By Staff

» Selectarow

+ Click “Edit” button

« Tick the project name to grant access

By Project

» Select arow
« Click “Edit’ button o)
» Tick the staff name to grant acce O
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Tracker Access softoya

Tracker Access Admin & Home - Admin ~ Tracker Access
Project Name : MY _DIGI x
Staff

- :

admin Portal Admin (perwira) Digi PO Tracker Digi PO Tracker

* Managed by Admin
* A project can have multiple tracker | Update Tracker Access

By Staff Read Access Write Access

* Select a project Digi PO Tracker Digi PO Tracker
» Select a staff

* Click “Edit” button

Close Update

D¢ 0




Document Type Access

TOTG My Workplace~ Resource Management~ Project Management~ Sales Management Admin Tool ~ 0 Portal Admin (perwira)

Document Type Access Control admin @ Home  Admin  Document Type Access Cantol

Admin Template

Save

Read :
@ Yes  No
Wite :
(@ Yes No
Read :
(G Yes No
Wirite :
(@ Yes No

» Select “Access Control Template”
* Update Read or Write for each document type
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Project Management @ Home ~ Project Management - Project Tracker

Select a Project - Select a Tracker -

Create New Tracker | Duplicate Tracker | Delete Tracker | Add Column | Reorder Column | Update Column | Add Option

Unhide All Column

;8 Data

Import | Clear Filtering § Unfreeze All Column

Search :
Tracker Access Needed!

Project Access required to create a new tracker

Create New Tracker | Duplicate Tracker | Delete Tracker




Project Tracker (Create New Tracker)

Create New Tracker |

Key in Tracker Name

Define column needed, existing column name will
prompt for selection to avoid duplicate column with
similar name created. E.g: Site Id and Site_ID
After define all the column, click “Create”

Add New Tracker

Tracker Name :

Criteria1:

Criteria 2 :

Criteria 3 :

Criteria 4 :

Criteria 5 :

New Tracker
Select... ~
Select... ~
Select... ~
Select... ~
Select... ~

Enter Filter...

Enter Filter...

Enter Filter...

Enter Filter...

Enter Filter...

Site_ID Textbox @
31 Textbox El
Site Pack Date Textbox 1
Site Status

Site_ID Textbox : l
Site_Name Textbox E




Project Tracker (Duplicate Tracker)

Duplicate Tracker

Select existing Tracker from other Project to Copy
From

Tracker will follow all the columns in the copied
tracker

Key in New Tracker Name

Click “Duplicate”

softoya

Duplicate Tracker

Copy From

New Tracker Name

Digi PO Tracker[MY_DIGI]

New Duplicate Trackel]

Close Duplicate




Project Tracker (Add, Update, Reorder Column) Softoga
 Update Column | | Reorder Column |

» Drag and drop to change the sequence

« Key in Column Name * Tick column to remove Click “Save” butt
« Select Column Type * Or Change Column Type / Color ICK "Save bution
* Click “Add” button * Click “Apply” button
Add New Column Update Column 3 frgardarColumn
> Site_ID
e | |[Remove  ColmnName | ColmnType | ColumnColor | . E
New Col \El a Site_ID Textbox ™ |§| > SOW
a E Site_Name Textbox v El > PMC/PC
Date e_— N
Dropdown El smf
Currency 2 Region
Staff List E’ > PO_Status
Read Only ! —
Textbox 2 : g
> PO_Number
Textbox v IE] > PO_Cut
Textbox > @ > PO_Amount
> Invoice_Forecast_Date
Textbox v - -
‘E‘ > Invoice_Date
Textbox ¥ IE‘ > Invoice_Number
Textbox v \E’

Close Add




Project Tracker (Add Option) so&o@ﬁ

. . @& Home ~ Admin - Option Contro|
» Create option for dropdown column in

T E Er I E R R I R
tracker

. Clle “New ROW” Tracker Password Control

+ Select Field S s [ ]

- Key in Option ' N

* New option available for selection in ) )
the tracker

Option Control admin

2 1sl_Finance_Status Photo
1st_Invoice_Finance_Status

3 1st_Invoice_Status 5. Cancelled with Cost
2nd_Finance_Status

4 2nd:lnm|c9_§(a(us | 4. Cancelled
3rd_Finance_Status

5 A!h}lnanm:slalus | 3. Invoiced

6 4th_Invoice_Finance_Status 2. Completed
Acceptance I

7 Acceptance_Document_Status. 1. Open
Acceptance_Status }

8 Action_pending Rental
Approval :

9 ATP_Status | ISDP Clear
Authorities_Document I

10 Category CN
Category_1 —
Document_Type Previous Lﬂ 2 3 4 5 3 19 Next
FAC Status b




Project Tracker (Export, Import, Create and Update)
1

Click “Export” to export current table
into CSV format

Edit inside exported file

Click “Import” to import update into
tracker

Click “Create New Site” or “Create
Multiple Site” in the tracker
Project Code will be auto generated

To update tracker, just update the
data in the table and click ‘Save
Changes” button to save
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Project Tracker (Upload Document) softoya

e e W s r W @ w o s g

n 4217B (JALAN BARU BATU MAUNG)

Project_Code

Open Document | Trigger Invoice MY _DIGI_03269
N T - - - -
* To upload document click on “Empty
Folder” or “Open Docu ment” Invoice Photo Work Order
« Site folder will be open
* [Elisiogn tesprotive folder PO - 42178 (JALAN BARU BATU MAUNG)
+ Drag and drop files or manually select ’ s T mmmmmm———
to upload document L

Drag Files to Upload

*‘

report_9011524.png

Download | Remove
File

‘ No files uploaded. :




Aging Rules Management “oftoga

EdiTentry

» Click “New Row” button pon—y

+ Select the row created

+ Click “Edit” button Project Name:

+ Select Project name

+ Select Type pe:

« Keyin Title )

» Select Date / Internal .

« Input Threshold e

» Select User to notify

* Click “Update” button Start Date:
End Date:
Threshold (days):
Users List:

<

8

<
<

Between 2 Date v

<]

<

0

[J Amin Awatif Bin Abd Aziz
(J Brindha Sekaran

[J Farhana Najwa Binti Azman
[ Katheeravan A/L Kusala




Click “New Row” button
Select the row created
Click “Edit” button
Select Project name
Key in Title

Key in Target Date

Key in Target

Select User to notify
Click “Update” button

Target Rules Management

Edit entry

Active : Yes v

Project Name:

Title : TSSR Submission

Target Field: [ v

Target Date: 05-Oct-2023

Target: 100

Usiars Lists () Amin Awatif Bin Abd Aziz
[J Brindha Sekaran
(J Farhana Najwa Binti Azman
[ Katheeravan A/L Kusala
[J Khairi Syazwan Bin Mazuki
[J Kobendran A/L Durai Retnam

Update
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Chart Maintenance softoya

Step 1 Step 2 Newly created chart will show in project
Click “New Row” button Click “New Row” button dashboard

+ Select the row created + Select Column

« Key in “Chart View Name” * Input Column Display Name

+ Key in “Chart View Type” + Select Series Type

» Select “Project Name” + Select Count Type

« Click “View” to define columns * Input Condition if any

* Click Chart Preview

Chart_View_Name Chart_View_Type Project_Name Created_By

View 1 Test Total MY_DIGI

Previous 1 Next

-]

Chart View Name : Test
Chart View Type : Total
Project Name : MY_DIGI

Chart Preview

t New Row ‘ Delete Search: | |
Completion Completion Count Non Empty

Previous 1 [ Next




Tracker Update Tracking softoya

Check create, update,delete history for tracker

Tracker Update Tracker Admin & Home > Admin - Tracker Update Tracker
@  24-Oct-2023 - 25-Oct-2023
Export Search: | |

Create MY_DIGI Portal Admin (perwira) 2023-10-24 13:48:50
2 Delete MY _DIGI 3659 Portal Admin (perwira) 2023-10-24 13:49:56
3 Update MY_DIGI 4217B JALAN BARU BATU MAUNG SOW=>test Portal Admin (perwira) 2023-10-24 15:29:32
4 Update MY_DIGI 42178 JALAN BARU BATU MAUNG SOW=> Portal Admin (perwira) 2023-10-24 15:29:47 O

Showing 1 to 4 of 4 entries Previous Next
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