
                                                                                                                                                                                          
 
How to tag new account? 

Login as System Administrator (XXXXXXcad)  

Step 1.  Go to User Access Management > User Management > Click User Group 
 

 

Step 2.  Click Search > Scroll down > click one of the user group name  

 
 

 
 
 

Step 3. Click Edit  

 
 
 

Step 4. Scroll down till you see the select account portion > tick the account 
that has not been ticked yet > Click Update

 
 



                                                                                                                                                                                          
 

Step 5.  Click Confirm at Preview page 
 

 
 

Step 6. System will display ‘Transaction is successfully sent for approval’. 
Please proceed to the System Authoriser to approve the maintenance. 

 

Login as System Authoriser (XXXXXXXcau)  

Step 1.  Go to User Access Management > Transaction Status > Click Transaction Pending 
Authorisation 
 

 
 
 
 
 
 
 
 
 
 

Step 2. Tick the checkbox for the maintenance that needs to be approved 
and click Approve 
 

 

 



                                                                                                                                                                                          
 

Step 3.  Click Confirm at Preview page. 
 

 
 
 
 

Step 4.  Switch on the token and enter your own 8 digit PIN > Press OK > 
Press OK at sign menu on the token > token will request to ‘input checksum’ 
> Enter the checksum number you see on the screen to the token > Press 
OK>  Please enter the number you see on the token into the checksum sign 
column > Click Confirm > System will show ‘Transaction Signed’ >Click OK 

 

 

 
 

 


