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1. Create User Login. 
 

What it’s for  

To create login ID and Password for user to access the CMMS system.  

Create user login step 

1.1 On the left panel of the system, click on System Admin > User Login module. 

 

Figure 1-1 

1.2 Click on  button to create new user login. 

 

Figure 1-2 

  

1.2 Click New 
Button 
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1.3 Key in user login information such as User ID, Password, Name and others. 

User login information: 

Column Name Description 

User ID Unique ID for the user to access to system. (e.g., 
ESSB001)  

Password Password for the user to access to CMMS, the password 
allow could be based on password policy set. (e.g., 
Essb@123) 

Name Name of the User ID (e.g., Ali) 

System Administrator System admin flag check to indicate the user is a system 
admin with privilege to managing the system. 

Account Locked Account locked flag, system admin could un-check to 
allow the access for the user id. 

Default Site Code Default site code for the user while access to system, 
once enter the site code, it will use the default when user 
login to system. 

Default Language Default language code for the user while access to 
system, once enter the language code, it will use as 
default language when user login to system 

 

 

Figure 1-3 

  

1.3 Key in user 
Login Information 
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1.4 Click on  button to save the new login information. 

 

 

Figure 1-3  

1.4 Click Save Button 
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2. Assign Site User. 
 

What it’s for  

To define the login id is belong into which site. 

Assign Site User step 

2.1 On the left panel of the system, click on System Admin > Assign Site User module. 

 

Figure 2-1 
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2.2 Click   button to retrieve the login ID and select which Site Code. 

  

Figure 2-2 

 

2.3  Select Site Code for employee. 

 

Figure 2-3 

 

  

2.2 Click Retrieve 
button 

2.3 Select the Site 
Code 
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2.4 Assign the employee access into site code by tick the Access. Example, to 
assign Ali(essb12) to have access at Site Code. 

 

 

Figure 2-4 

 

2.5  Click on  to save the information. 

 

Figure 2-5 

2.4 Check the user ID 
to access for the site 

code 

2.5 Click Save button 
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3. Create Employee Profile & Associate with Login ID 
 

What it’s for  

To create the employee profile with its information and associate with login id. 

Create employee profile and associate with Login ID step 

3.1 On the left panel of the system, click on Personnel > Employee module. 

 

Figure 3-1 

3.2 Click   button to create new employee profile.  

 

Figure 3-2 

  

3.2 Click New 
button 
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3.3 Insert employee information especially mandatory information like Employee ID, Name, 
Status, User Group and Craft. 
 
Note: Below are the example of information inserted. 

Column Name Description 

Employee ID Unique ID for the employee identification. (e.g., ESSB12) 

Name Name of the employee. (e.g., Ali Bin Zainal Ariffin) 
Status Indicate the employment status of employee. (e.g., Active) 
User Group User group for the employee (e.g., Supervisor) 
Title Tile of employee. (e.g., Kitchen Supervisor) 
 

Tab Name Description 

Detail This tab will store work information of employee 
UDF1 This tab will store any additional information define by employee. 

(e.g., Height, Weight, Qualification, Children etc) 
UDF2 This tab will store any additional information define by employee 

(e.g., Height, Weight, Qualification, Children etc) 
Maintenance This tab will store the craft information of employee. 
Reference This tab will store any related documents of employee. 
 

 

Figure 3-3 

  

3.3 Insert employee 
information 
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3.4 At Login ID field, select which User Login associate with the employee profile. Select the 

Login ID and click the  button.  
 

 

Figure 3-4 

 

3.5 If the there is no Login ID for the employee, click on Create New User Login to set up 
the username and password for the employee and ‘Create New User Login’ window will 
appear. 

 

Figure 3-5 

  

3.4 Click on Select 
button 

3.5 Click Create New 
User Login 
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3.6 Key in user login information such as User ID, Password, Name and others. 
User login information: 

Column Name Description 

User ID Unique ID for the user to access to system. (e.g., 
ESSB001)  

Password Password for the user to access to CMMS, the password 
allow could be based on password policy set. (e.g., 
Essb@123) 

Name Name of the User ID (e.g., Ali) 

System Administrator System admin flag check to indicate the user is a system 
admin with privilege to managing the system. 

Account Locked Account locked flag, system admin could un-check to 
allow the access for the user id. 

Default Site Code Default site code for the user while access to system, 
once enter the site code, it will use the default when user 
login to system. 

Default Language Default language code for the user while access to 
system, once enter the language code, it will use as 
default language when user login to system 

 

 

Figure 3-6 

  

3.6 Key in user 
Login Information 



USER MANUAL 
 

 
14 

 
 

3.7 Click on  button to save the new login information. 

 

Figure 3-7 

3.8 Click  to save all of employee information.  

 

Figure 3-8 

 

 

  

3.7 Click Save Button 

3.8 Click Save Button 
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4. User Privilege Setting 
 

What it’s for  

To assign an access of the system to specific user. 

User privilege setting step 

4.1 On the left panel of the system, click on System Admin > User Privilege Setting 
module. 

 

Figure 4-1 
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4.2 Click  button to retrieve the latest information of the user privilege. 

 

Figure 4-2 

 

4.3 Select the Site Code of employee. 

 

Figure 4-3 

  

4.2 Click Retrieve Button 

4.2 Select Site Code 
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4.3 On the right side, select which User ID to assign privilege. 

 

Figure 4-4 

 

4.4 At the bottom of the screen, assign the privilege of the user by expanding the 
module/type/object folder and select the access by ticking on the box. 

 

Figure 4-5 

  

4.3 Select User ID 

4.4 Assign user privilege 
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4.5 Click  button to save the information. 

 

Figure 4-6 

  

4.4 Click Save button 
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5. Group Privilege Master 
 

What it’s for  

To create a template of privilege for a group of the user. 

Create group privilege master step 

5.1 On the left panel of the system, click on System Admin > Group Privilege Master 
module. 

 

Figure 5-1 

  



USER MANUAL 
 

 
20 

 
 

5.2 On the right side, click  button to create new privilege group template. 

 

Figure 5-2 

 

5.3 Key in template information such as Template Code and Template Description. 

Below is the sample information inserted: 

Column Name Description 

Template Code HD  

Template Description Helpdesk Privilege 

 

 

Figure 5-3 

  

5.2 Click New button 

5.3 Key in template description 



USER MANUAL 
 

 
21 

 
 

5.4 Click on  button to save the template information. 

 

Figure 5-4 

5.4 Click on Save button 
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6. Group Privilege Setting 
 

What it’s for  

To create a template of privilege for a group of the user. 

Group privilege setting step 

6.1 On the left panel of the system, click on System Admin > Group Privilege Setting 
module. 

 

Figure 6-1 
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6.1 Click  button to retrieve the latest information of the privilege template. 

 

Figure 6-2 

 

6.2 Select which template code to assign. 

 

Figure 6-3 

  

6.2 Click on Retrieve button 

6.3 Select template 
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6.4 At the bottom of the screen, assign the privilege of the template by expanding the  

module/type/object folder and select the access by ticking on the box. 

 

Figure 6-4 

 

6.5 Click on  button to save the template information 

 

Figure 6-5 

  

6.4 Assign privilege 

6.5 Click Save 
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6.6 Message box prompt “Do you want to apply the Group Privilege Template to the 
employee?” will appear and click Yes to assign the template to user or click No to save 
the template information. 

 

Figure 6-6 

 

6.7 Click on  button to apply the template to selected employee. 
 

 

Figure 6-7 

  

6.7 Click on Apply Template 

6.6 Click Yes 

6.6 Click No 
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6.8 Apply Menu Template window will appear and here is where we assign each user to the 
privilege template. Select the Template Code to assign. 

 

Figure 6-8 

 

6.9 In the Apply To section, you can select Selected Template User option to assign 
template code to user one-by-one or Select All User(s) to automatically assign the 
template code to all unassigned users. 

     

Figure 6-9                                                      Figure 6-10 

  

6.8 Select Template Code 

6.9 Select user 

6.9 Select option 6.9 Select option 

6.9 Automatically 
selected 
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6.10 Click on  button to save the information. 

 

Figure 6-11 

 

6.9 Click Save 


