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User Master
Admin


1. Go to Admin User Master. The User Master List window appears.
2. In this section, Admin has the privileged to control the user registration and access right.
3. In this section also, you can view all the User Master List
4. To add new user, click + button on the top right-side of the page.
5. You will be directed to the page where you have to insert all the following required information.
i) User ID, Password and Confirm Password 
ii) Full Name, Position and select Department and Section
iii) Contact information such as Phone No. Mobile No. and Email address
6. Select your preferred language. If you did not choose your preferred language, the system set English as the default language.
7. To upload User Picture or image, click the Browse button, upload the required image (image can be bitmap (*.BMP), JPEG or GIF files and should measure 120 x 120 (e.g.). 
8. Once the picture or image appears, click Submit button to save. 

Grant The Permission On Access Right

1. First, choose the existing user master from the list.
2. Click the identified User ID in the User ID field.
3. You will be directed to User Access for the user you have selected.  The Setting User Access dialog box will appear. Click OK to continue. 
4. The User Access For the selected user appears and selects the Company from the list.
5. Once selected, all the modules will be displayed.
6. In this section, Admin has the full control to give permission to a user access to any particular module(s). 
7. For example, if you want the user to access only the General Ledger and can execute transactions, you have to tick the box under Transaction menu.
8. Next, click the drop down button. You can see all the menus under Transaction.
9. In this section you can choose which menu to allow them to access.
































Log Report

1. Go to Admin Log Report
2. In this section, you can view the user’s activities record.
3. Select User from the list.
4. Select Date From and Date To.
5. Select the Type of Query from the list.
6. You also can search by keywords in the Search field.
7. List of all activities record will be displayed in Transaction Report.
8. To print the log report, click the Print button.













	Department Setup

1. Go to Admin Department Setup
2. In this section, you can view all the list of Departments.
3. To add New Department, click the + button on the right top of pages.
4. In the Entry Form field, enter the Code, Description and select the Head of Department.
5. Click Save button to save.
6. To edit, click the Edit button situated at the same row of record.
7. To delete, click the Delete button situated at the same row of record.











	Section Setup

1. Go to Admin Section Setup
2. In this section, you can view all the list of Sections.
3. To add new section, click the + button on the right top of pages.
4. In the Entry Form field, enter the Code and Description.
5. Select the Department and Head of Department.
6. Click Save button to save.
7. To edit, click the Edit button situated at the same row of record.
8. To delete, click the Delete button situated at the same row of record.













REPORT

1. Go to General Ledger  Report  Account Balance Summary
2. Select Year and Period.
3. Select the Account Number from the list.
4. Then, click Generate Report button at the top of header.



GENERAL LEDGER
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