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Applicant Information

1 Fill-in your Company Name

2 Fill-in your COMSUITE Customer ID

3   Fill-in your Registered Mailing Address

4   Fill-in Contact Person

5   Fill-in Contact Person’s Email Address

6   Fill-in Contact Person’s Contact No.

7 Click on the Page buttons below to show the instructions on how to fill-out the form:

     ●   Add User                   (←click here)

     ●   Change User                   (←click here)

     ●   Delete User                   (←click here)

     ●   Password Reset                   (←click here)

          (or Reissue OTP Token)
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User Information — Add User

+   Select Add User on Category

COMSUITE Section (A – E)

A   Fill-in COMSUITE User ID (case sensitive | min 4 – max 16 alphanumeric only)

B   Fill-in User Name (max 40 characters)

C   Fill-in Email Address & Mobile No.

D   Select ‘N’ on Existing COMSUITE User

E   Select ‘Y’ or ‘N’ on COMSUITE Admin (Y – allow user to approve password reset request in COMSUITE)

Product Section (G)

1   Select ‘Add’ on CMS Reg.

2   Select PRODUCT

3   Fill-in PROD ID

4   Fill-in USER ID (same as COMSUITE User ID         )

5  Select ‘Y’ or ‘N’ on Product Admin (Y – allow user to set up / approve access rights in CMS Singapore)

●   To add the user into another Product (if applicable), please complete       →       on the next row

●   See               (←click here) for Authorised Signature section
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User Information — Change Name / Email / Mobile / Admin Rights

+   Select Change Name / Email / Mobile / Admin Rights on Category

COMSUITE Section (A – E)

A   Fill-in existing COMSUITE User ID

B   Fill-in existing or new User Name (max 40 characters)

C   Fill-in existing or new Email Address & Mobile No.

E   Select ‘Y’ or ‘N’ on COMSUITE Admin (Y – allow user to approve password reset request in COMSUITE)

H   Tick on Password Reset 

     (if your request is to replace the existing user w/ another user so this will allow the new user to register his / her new password)

Product Section (G)
(fill-in this section only if part of your request is to change the user to Product Administrator)

1   Select PRODUCT

2   Fill-in PROD ID

3   Fill-in USER ID (same as COMSUITE User ID         )

4  Select ‘Y’ or ‘N’ on Product Admin (Y – allow user to set up / approve access rights in CMS Singapore)

●   To change the user to Administrator in another Product (if applicable), please complete

           →        on the next row

●   See               (←click here) for Authorised Signature section
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User Information — Delete User

+   Select Delete User on Category

COMSUITE Section (A & F)

A   Fill-in existing COMSUITE User ID

F   Select ‘Y’ or ‘N’ on Delete COMSUITE User ID 

     (Y – user will be deleted in all Products & you may skip filling-in Product Section (G)         →        )

Product Section (G)
(fill-in this section only if your request is to delete the user in a specific Product only | Skip this section if ‘Y’ is selected on        )

1   Select ‘Delete’ on CMS Reg.

2   Select PRODUCT

3   Fill-in PROD ID

4   Fill-in USER ID (same as COMSUITE User ID         )

●   To change the user to Administrator in another Product (if applicable), please complete

           →        on the next row

●   See               (←click here) for Authorised Signature section
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User Information — Password Reset / Reissue OTP Token / etc.

+   Select Other Request on Category

COMSUITE Section (A & H)

A   Fill-in COMSUITE User ID

H   Tick on Password Reset and / or Reissue OTP Token

●   See               (←click here) for Authorised Signature section

+
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+
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