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USER ACCESS

The user access of each individual user can be controlled by admin in this module. Admin is able to
grant or deny access of specified user to the desired modules.

1.1 User Access

1. Click on the top-right menu after login into the EmplX system.

2. Click on User Login Management

Q, People Finder

BEHRMS Application
q atUser Login Management
Switch Company

@ Change Language

P Account Setting

@ Help

[ Empix Mobile Apps
£ Genie & You

C» Logout

3. Click on the sidebar menu icon E to view the list of the modules.
4. Click on User Access to access the module.

28 User Maintenance
User Setup

User Access

User Access Grouping

Multiple User Setup

5. Select the employee from the dropdown list. Admin can search the employee based on
Employee No, Employee Name and Login ID. The list can also be filtered based on active,
inactive, and future hire employees.
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1.2 Edit User Access

1. The module list will be shown after selecting the employee. The modules are grouped in
Available and Upgrade. The available modules are the modules that are subscribed to by the
respective company. The upgradable modules are the subscribed modules that are allowed
to be upgraded.

Available Upgrade
Collapse All Select All Unselect All m
Q Iser Admin Super Admin
EmplX Time Attendance Available Module(s): 1 v
£mpix Integratad Tima Atendance
Mobile Apps Granted Module(s): 0/ 3 JSEEVS
Licensels}: 38 1

Mode Select All/Unselect All

EmpIX Time Attendance
Emplx GPS Agp for check in and out

2. Admin can search the module name or filter the modules based on modes (User, Supervisor,
Admin and Super Admin).

Search Q User Admin Super Admin

3. Admin can Collapse All or Expand All to view the full list of the modules.
4. Click on Select All or Unselect All to select and unselect all displayed modules.

Collapse All Select All Unselect All

5. There are several statuses for each module

i) ‘—] Exceed - modules which have reached the maximum usage based on
subscription. No changes are allowed for this status.

ii) “| On - modules where access has been granted to respective employees.
Off
iii) l Off - modules where access has not been granted to respective employees.

iv) Group — modules where access has been granted to respective employee
through assigned group access. No changes are allowed for this status. Refer to Group
Access section of user guide on how to edit group access.

. M save .
6. Click on the button to confirm the changes to employee module access.



GROUP ACCESS

User access grouping is the module to create the grouping for the module access. Admin can create,
edit, or delete the user access groups.

2.1 User Access Grouping

1. Click on the top-right menu after login into the EmplX system.
2. Click on User Login Management.

@ Welcome, Administrator

Q, Pecple Finder
B HRMS Application

atUser Login Management

Switch Company
@ Change Language
# Account Setting
@ Help
O Empix Mobile Apps
# Genie & You

G Logout

3. Click on the sidebar menu icon E to view the list of the modules.
4. Click on User Access Grouping to access the module.

Search
28 User Maintenance
User Setup
User Access

User Access Grouping

Multiple User Setup

2.2 Create New Group

+ New

1. Click onthe - button to create a new group.

2. Fillin the name of the access group and description before clicking on the Save button.
Please ensure there is no duplication of the same access-group name.

Add New Group Access

Name of Access-Group*

Description (Optional)

Description

Close Msave




2.3 Edit/Delete Access Group

1. Select one of the access groups from the dropdown list.

Name of Company
— — -
Name of Access-Group
Executive v ]

Description

Super Admin Group
No

2. Clickon the button to edit the information for the access group.

3. Admin can click on Save to save changes made or click on the Delete button to delete the
access group. All the employees in the access group will be unassigned from the group once
the group has been deleted.

Add New Group Access

Name of Access-Group*

Executive

Description (Optional)

Close MDelete m

2.4 Restore group

1. Clickon ] the button to view the list for the inactive access groups.
2. Select the access group and click on the Restore group(s) button to restore the inactive
access group.

—

Restore

Search: Search

Name of Access-Group Description

8  Executive

PBBE10f1=

Close




2.5 Edit module access

1. The module list will be shown after selecting the access group. The
modules are grouped in Available and Upgrade. The available modules
are the modules that are subscribed to by the respective company. The
upgradable modules are the modules that allow to subscribe and

Available Upgrade
Collapse All Select All Unselect Al m
Q User Admin Super Admin
EmplX Time Attendance Available Module(s): 1 v
Empix Integrated Time Attendance
Mobile Apps Granted Module{s): 0/ 3 v

Licensels): 35/

Mode Select All/Unselect All

EmplX Time Attendance
Emplx GPS App for check in and out

2. Admin can search the module name or filter the modules based on
modes (User, Supervisor, Admin and Super Admin).

Search Q User Superviso Admin Super Admin

3. Admin can Collapse All or Expand All to view the full list of the modules.

Collapse All Select All Unselect All

4. Click on Select All or Unselect All to select and unselect all displayed
modules.

5. There are several statuses for each module

i) ‘m Exceed - modules which have reached the maximum usage based on
subscription. No changes are allowed for this status.

i) m On - modules where access has been granted to respective employees.

Off
iiii) Off - modules where access has not been granted to respective employees.

6. Click on the m button to confirm the group module access.



USER MAINTENACE REPORT

This module consists of 3 reports which are:-

e Module by employee
e Module by access group
e Employee by access group

3.1 User Maintenance Report

1. Click on the top-right menu after login into the EmplX system.

2. Click on User Login Management

Q, People Finder

BEHRMS Application

&*User Login Management

Switch Company
@ Change Language
P Account Setting
@ Help
[0 Empix Mobile Apps
# Genie & You

& Logout

3. Click on the sidebar menu icon E to view the list of the modules.
4. Click on User Maintenance Report to access the module.

a= User Maintenance

User Setup

User Access
User Maintenance Report
User Access Grouping

Multiple User Setup

5. After that click on the respective report to view the details.

Module Module Employee
By By Access By Access
Employee Group Group



Module By Employee

Group By

Company Name & User Name $ Effective Date ¢ Application Name &

HRMS Application

User Login
Management

User Login
Management

User Login
Management

User Login
Management

User Login
Management

Show 10 v
A

Application Description &

HRMS Application

Security maintenance -
User

Security maintenance -
User

Security maintenance -
User

Security maintenance -
User

Security maintenance -
User

£ Customize Columns ~ X Export

Module Group Name & Product Name &  Product De

Travel Request

Application
Maintenance

Application
Maintenance

Application
Maintenance

Application
Maintenance

Travel Request Travel Req:
Module

User
Maintenance

User
Maintenance

User
Maintenance

User
Maintenance

User Maintenance User

Maintenance

<< < 651 0f 651 Page

6. Click on the top-left “Filter” button to display the available filter. Select the filter from the
dropdown then click “Retrieve” to retrieve the report data.

L _

Apply Filter

Company Name
Select

Effective Date

Select

Application Description

User Name

Select

Application Name

Select

Module Group Name

i= Retrieve

7. Admin can click on “Customize Columns” to show and hide the respective columns.

£+ Customize Columns ~

Company Name

User Name

¢ Effective Date

o Application Name

Application
Description

M Module Group

Product Name

Product Desc

Module Name

P

Name
P
&
P.
flaintenance

Maintenance



8. Datain each column can be grouped together by selecting option in Group By dropdown list.

I Group By w ]

Company Name

User Name

Effective Date
Application Name
Application Description
Module Group Name
Product Name

1

X Export
9. Clickon to export the report in csv format.
Module By Emp|oyee & Export
Effective Date X X o~
Effective Date * Company Name ¢ User Name ¢ A Name & A Description ¢  Module Group Name ¢  Product Name ¢  Product Desc

» (6460)
» 2022-01-09 (48)



