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SYSTEM ADMIN USER GUIDE



 Reset Password

 User ID activation (Enable/ Disable ID)

System Admin Maker System Admin Checker
 Approval

Function Remarks

Enable/ Disable ID

Allowed to Enable /Disable ID for 

all User except :- 

1) System Admin Maker (M)

2) System Admin Checker  ( C )

Reset Password

Allowed to Reset Password for 

all User except :- 

1) Authoriser

2) System Admin Maker (M)

3) System Admin Checker ( C )

SYSTEM ADMIN MAKER
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System Admin Maker
User ID activation (Enable / Disable ID)

Click on Adminstration

Click on Corporate  
Administration & Select 
User Status maintenance

Click Search

Select Inactive User ID

1

2

3

4



System Admin Maker
User ID activation (Enable / Disable ID)- Continued

Click Activate

Confirm Request Type  
- Activate User ID  

Click Submit

&
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***** TASK SUBMITED TO CHECKER FOR APPROVAL******
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System Admin Maker
Reset Password

Click on Adminstration

Click on Corporate  
Administration & Select  
User Status maintenance

Click Search

Select User ID
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System Admin Maker
Reset Password - Continued

Click Reset  
Password

Select your preferred Distribution 
Channel - To receive your New Password

Click Submit 7

6
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***** TASK SUBMITED TO CHECKER FOR APPROVAL******
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System Admin Checker
Approval

Click Pending Authorisation

Select Reference No

1

2
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System Admin Checker
Approval

Verify Information

Click Approve

3

4

****** TASK APPROVED BY THE CHECKER******
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