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Access Control

• 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



Access Control

Create New Template
• Set Yes/No for each function in all the tab
• Click “Save As Template”
• Key in Template Name
• Click Save 

Update Template
• Select a template from dropdown
• Set Yes/No for the function to update
• Click “Update Template”



Project List

Managed by admin

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

Delete Project
• Select a row
• Click “Delete”

Edit Project
• Select a row
• Click on the field to edit



Project Access

• Managed by Admin
• Set by Staff or by Project

By Staff
• Select a row
• Click “Edit” button
• Tick the project name to grant access

By Project
• Select a row
• Click “Edit” button
• Tick the staff name to grant access



Tracker Access

• Managed by Admin
• A project can have multiple tracker

By Staff
• Select a project
• Select a staff
• Click “Edit” button



Document Type Access

• Select “Access Control Template”
• Update Read or Write for each document type



Project Tracker

• Project Access required to create a new tracker



Project 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”



Project 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”



Project Tracker (Add, Update, Reorder Column)

• Key in Column Name
• Select Column Type
• Click “Add” button

• Tick column to remove
• Or Change Column Type / Color
• Click “Apply” button

• Drag and drop to change the sequence
• Click “Save” button



Project Tracker (Add Option)

• Create option for dropdown column in 
tracker

• Click “New Row”
• Select Field 
• Key in Option
• New option available for selection in 

the tracker



Project Tracker (Export, Import, Create and Update)

• 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



Project Tracker (Upload Document)

• To upload document click on “Empty 
Folder” or “Open Document”

• Site folder will be open
• Click on respective folder
• Drag and drop files or manually select 

to upload document



Aging Rules Management

• Click “New Row” button
• Select the row created
• Click “Edit” button
• Select Project name
• Select Type
• Key in Title
• Select Date / Internal
• Input Threshold
• Select User to notify
• Click “Update” button



Target Rules Management

• 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



Chart Maintenance

Step 1
• Click “New Row” button
• Select the row created
• Key in “Chart View Name”
• Key in “Chart View Type”
• Select “Project Name”
• Click “View” to define columns

Step 2
• Click “New Row” button
• Select Column
• Input Column Display Name
• Select Series Type
• Select Count Type
• Input Condition if any
• Click Chart Preview 

Newly created chart will show in project 
dashboard



Tracker Update Tracking

Check create, update,delete history for tracker




