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Things to note

● User Setup requires two (2) Administrators:

1st Administrator → Apply User Rights (starts on) (←click here) & 2nd Administrator → Approve User Rights (starts on) (←click here)A Page 3 Page 9
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1   Login to COMSUITE & click on

2   Click on

3   Click on

4   Enter Response Code

(click on                     for instructions how to enter Response Code)

5   Click
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OK 

Corporate Admin 

Subscriber Maintenance 

A

Corporate Admin — Subscriber Maintenance
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1   Click on

2   Click on

Request to Edit 

User 

Subscriber Maintenance — Request to Edit
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1 Click on the User ID (e.g. MAKER001) to select a user

2 Scroll down to Assigned User Group and tick on the following applicable user rights/groups:

(if you have your own customized User Grouping(s), tick on your customized User Group(s) that is/are applicable)

Viewer rights (please choose the group that is available)

● (view statement, advices, reports, etc.)

Maker rights (please choose the group(s) that is/are available)

● (create non-salary payments)

● (create salary payment)

Approver rights (please choose the group(s) that is/are available)

● (approve non-salary payments)

● (approve salary payment)

Approver rights (Additional settings)

● Please see next page on additional settings for Approver rights

1

OR

03.Information Reporting 01.View IROR

05.Salary Maker

02.Make_Payt

02.Make_Sal1/2OR

04.Payment Maker OR

2
2

05.Salary Approver

02.Auth_Payt & Coll

02.Auth_Sal1/2OR

06.Payment Approver OR

User Listing & Setup Screen

COMSUITE5

Version 1 Version 2



Additional Approver Rights Setting

21

1   Select the applicable Signature Group 

(skip this page if there is no available Signature Group)

2   Set the Priority level accordingly – see Single Group & Multiple Group Setting Samples for reference)

(skip this step if the Approver is going to be assigned into a single group only)

Single Group Setting Sample

Multiple Group Setting Sample
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2

1   Click

● Go back to to set up another user (if any)

2   Click

3   Click to confirm

Save 

Submit 

3

OK 

Page 5

Submission
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● Task submitted. Please get another Administrator to approve the User Setup (refer to next page)

Setup Submitted
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1   Login to COMSUITE & click on

2   Click on

CMS Singapore 

Pending Authorisation

Pending Authorisation

COMSUITE9



1 2

3

4

A

1   Tick on 

2   Click 

3   Enter Response Code

(click on                     for instructions how to enter Response Code)

4   Click

5   Click               to confirm

OK 

Approve 

Subscriber Maintenance

5

OK 

A

Setup Approval
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1   Task approved. Click OK 

Setup Approved
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