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Customer User Account Management
Learn how to use your tenant portal to manage user
accounts and grant the relevant access. Inactivation
of account and reset of password.







Cap/taland

Introduction

CapjtaLand



Introduction

%&LM Overview of Simplicity® Tenant Portal

What is Simplicity® Tenant Portal?

Simplicity Tenant Portal is a self-service portal for tenant
to view their contract details, download their billing Capftaland
related documents and notices, submit renovation -

permits and requests.

It also enables tenant to manage their own user
accounts and access to the portal.
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Capaland Overview of Simplicity® Tenant Portal

Functions of Simplicity® Tenant Portal
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lease and license Find out how ccounts and

ur monthly bills and

Learn to retrieve the various documents and

contract def grant the rel inact portant notice. application forms published by us.
account of password.
vendor or staff.
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*Please note that the accessible functions are dependent on the role access granted to you. Please check with the
Tenant User Administrator within your company for more info.
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Introduction

In this guide, we focus on Customer User Account Management

The Customer User module enables tenant to:

« Manage user account and grant the relevant access to the tenant portal
* Reset user account password

* Inactivate a user account




Introduction

C/L‘ap talond Objectives

From this guide, we should be able to:

O]_ Create new user account and grant the relevant access within tenant portal
02 Update a user account

03 Reset user account password

04 Inactivate a user account
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1. How to create new user account?
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1. How to create new user account?

Customer User

v - Customer User
o —
o - - Create New User |
v — Account T
enant Portal
Customer User ° Click ‘+’ to create
) new user account
@ External Links > stis th . ntact mat
Customer User module allows user to m —
C + +ail ) ear
manage the user accounts and access & Contract Details
within the tenant portal. & ¢ i Show Advanced Search
2 Customer User
Note: Only user with Tenant User R Ticket
o . . User Name Login Name Customer Cellphone Email Fax Phone
Administrator role has access to this N Rancoatisn a3
function 7 @ June Ong june.ong@test.com BPXYZ Limited 81234567 juneong@test.com
# Adhoc Utility Request
& How to create new user account? o i s 7 ® April Lim april lim@test.com BPXYZ Limited april lim@test.com
Adhoc Utility Cancellation
1. Navigate to ‘Customer User’ on the
7 @ Joel Teo joel.teo@test.com BPXYZ Limited joel.teo@test.com
left panel & E-Form
. 7 @ Lili Tan lili.tan@test.com BPXYZ Limited 81234567 ili.tan@test.com
. @ Bills and Notices
2. Click e to create new user
account 7 @ Dan Teo dan.teo@test.com BPXYZ Limited illyan.ong@test.com
7 @ May Low may.low@test.com BPXYZ Limited may.low@
~ 7 ® July.Sim july.sim@test.com BPXYZ Limited july.sim@test.com
june.ong@test.com
Powered by Anacle Syster Lifnited 7 item(s) total ’ 10/ page
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1. How to create new user account?

Customer User

v - Customer User
o —
o - - Create New User
v — Account
¢ Customer User Save
< How to create new user account? ;
_ Enter all mandatory details
3. Enter the details and complete the NIceriianes Benjamin Chong (marked with *)
mandatory info required (marked
with *):
. User Name Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary
* Language
* Time Zone - . i
Customer : BPXYZ Limited Ensure yOU enter th F correct
. ) Email
4. Take note to enter correct Email so Details
that upon successful creation, the -
. Cellphone : 97654321 Email benjamin.chong@test.com
new user account can receive the
reset password link email Fax : Phone
Country : Singapore State
City : Address 1L road Singapore 112233
Language | English (US) CIiclf to select the
applicable Language
Time Zone : (UTC+08:00) Kuala Lumpur, Singapore and Time Zone
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1. How to create new user account?

Customer User

: - Customer User
o - - Create New User
v — Account
€ ' Customer User Save
< How to create new user account?
5. Navigate to Positions tab User Name Benjamin Chong
6. Click ‘Add’ button to select the
relevant user position (Or role Details Positions Customer Accounts Cre{ . X
access) to be granted to the user
account B User Position Name =
Positions
Tenant Adhoc Utility Requestor
7. Tick the relevant user position(s) S
(can be more than 1) + Add | X Delete Selected
Tenant Form User

8. Click ‘Select to add the positions j.me\ Start Date Tenant Renovation Parmit User

Tenant Tenancy User
Click ‘Add’ button to select the o , .
relevant role access to be granted Tenant Ticket User Click ‘Select’ to add the ticked user

to the user account Tenant User Administrator positions to be granted to user

7 ite 18 o 10/ page

Select Back

Created User
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Tenant Portal User Position Access
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Management

Administrator

Finance

Leasing

Position to be

Tenant User Administrator

Tenant Finance User

Tenant Tenancy User

granted
Description Ability to manage user accounts Ability to view details of tenancy Ability to view details of tenancy
including creation, inactivation and related contracts including lease, related contracts including lease,
password reset. license and perform contact changes. license and perform contact changes.
Has access to all functions in Tenant Ability to download Financial Ability to download Financial
Portal correspondences including statement correspondences including statement
of account, invoices/credit notes, of account, invoices/credit notes,
receipts and arrears reminders receipts and arrears reminders
Accessible + Contract Details « Contract Details + Contract Details

Functions in Tenant
Portal

+ Customer User

* Ticket

* Renovation Permit

» Adhoc Utility Request

» Adhoc Utility Cancellation
* E-Form

» Bills and Notices

« E-Form
« Bills and Notices

« E-Form
* Bills and Notices

Training Master Slide
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Operations
(You can grant 1 or more of the following positions that tenant deems applicable for the operations team)

Customer User Account
Management

Position to be

Tenant Ticket User

Tenant Renovation

Tenant Adhoc

Tenant Form User

Functions in
Tenant Portal

* Permit Request

» Permit Request
Extension

* Permit Request Worker
Amendment

* Permit To Work Request

*  Permit To Work
Extension

» Adhoc Utility Cancellation

granted Permit User Utility Requestor
Description Ability to submit service Ability to submit renovation Ability to submit ad hoc utility | Ability to download e-Forms
tickets permit requests requesti.e., for aircon published on Tenant Portal
extension
Accessible + Ticket Renovation Permit » Adhoc Utility Request * E-Form
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1. How to create new user account?

Customer User

: - Customer User
- - Create New User
v — Account ¢  Customer User Save

User Name Benjamin Chong
2

< How to create new user account?

9. Navigate to Customer Accounts
tab Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary

10. a) Tick ‘All Customer Accounts’
checkbox to add full list of contracts

Customer Accounts

. . Note: Only accessible contracts
accessible by the User Administrator a) Tick ‘All Customer Accounts’ fof -
Y ct)wckbox by the User Administrator will be
listed

OR
b) Click ‘Add’ to selectively grant :c:oum :c:oun( :cco:nt tocation ;o:nmem:emen( ;x,:iry ;ertminalion

ype umber ate ate ate
applicable contracts to the user N ) . ) .

Lease TA2310000156 TA2310000156 ! Locations > CL Building > CL 01-Apr-2023 31-Mar
account Building > Level 1 > #01-01 2026

All Locations > CL Building > CL
oace 1A2310000157 TA2310000157  BUiding > Level 3 > 03-01, All Locations 10-Feb-
pes 2T S L suilding > CL Building > Level 3 > e 2026

03-02

2 item(s) total o 10 / page
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1. How to create new user account?

Customer User

v - Customer User
 —
o - - Create New User .
v — Account €  Customer User
Search
User Name Benjamin Chong
< How to create new user account? Account! o v Accodt Account Commiancarant’ o | iy, « [ Termioation
L] Location
9. Navigate to Customer Accounts , W ) pidin pate Pate - bate
Details Positions Customer Accounts Cre}
tab — Lease TA2310000156 TA2310000156 ! Locations > CL Building > Cl 01-Apr-2023 Sl
Building > Level 1 > #01-01 2026
10. a) Tick ‘All Customer Accounts’ Customer Accounts ;“,jfj: Q‘L;“ ‘m”j‘:’ _\HLL 10-Feb.
checkbox to add full list of contracts G TEIBT Locations > a - cl ==
) o Customer silding > Level 3
accessible by the User Administrator T
Tick the applicable lease(s) 2item(s) total ° 10/ page
OR + Add X Delete Selected
And click ‘Select’ to add the
b) CI k ‘Add, t I t I t Type Account Name Account Number appllcable Ieases to the user / 7 Select Back
ic o selectively gran . =
applicable contracts to the user OR b) Click ‘Add’ to selectively
account grant applicable contracts to the
user account
r ed U
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1. How to create new user account?

Customer User
v - Customer User
o —
o - - Create New User
v - Account ¢ | Customer User save
User Name : Benjamin Chong
< How to create new user account?
9. Navigate to Customer Accounts
tab Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary
10. a) Tick ‘All Customer Accounts’
checkbox to add full list of contracts Customer Accounts
accessible by the User Administrator
All Customer
Accounts?
OR Note: The selected applicable
+ Add X Delete Selected lease(s) will be listed
b) Click ‘Add’ to selectively grant
applicable contracts to the user Account Account Account Loeati Commencement Expiry Termination
account Type Name Number ocation Date Date Date
. All Locations > CL Building > CL 31-Mar-
Lease TA2310000156 TA2310000156 . 01-Apr-2023
Building > Level 1 > #01-01 2026
1 item(s) total o 10/ page
C tod 1]
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1. How to create new user account?

Customer User
v - Customer User
o —
o - - Create New User
v — Account € | Customer User Save
User Name : Benjamin Chong
< How to create new user account?
11. Navigate to Credentials tab
Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary
12. Enter the Login Name
Recommend to use user email
Credentials
13 At Reset Password f|e|d, CIiCk ‘Yes, Inactive Account? : Yes, inactivate this account so that user CANNOT log on to the system

generate a new password and send
it via e-mail to the user when | save.” Login Name i benjamin.chang@test.com ﬁ Choose user email as the
0

so that system will auto-generate the Login Name
password and send via email to the
new user account

Login Retries

Reset Retries

14. For Multi-Factor Authentication

Reset Password : Yes, generate a new password and send it via e-mail to the user when | save,
(MFA) upon user login, choose the
appropriate MFA Type: Multi-Factor Authentication
* None —MFA not required MFA Type o+ © None ) Emi Choose the appropriate
¢« Email — Enable 2-Factor MFA type
Authentication with One-Time

PIN (6 digit code) receive via ST

email
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1. How to create new user account?

o =— Customer User Customer User
: : - Create New User
V — Account «) Customer User © Saved this record successfully ove Finally, click ‘Save’ button
create the user account
User Name Benjamin Chong

K3

< How to create new user account?
15. Once done, click “Save’ button to

Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary
complete the new user account
creation process
Credentials
. Customer User °
16. System will pop-up a successful Inactive Account?
return message “Saved this record Login Name ‘ What is tt
17. The new user account will be Reset Retries Show Advanced Search
created and an email with the new
password link will be sent to the new Reset Password
user account User Name Login Name Customer Cellphone Email Fax Phone
Multi-Factor Authentica
7 ® I Benjamin Chong  benjamin.chong@testcom  BPXYZ Limited 97654321 benjamin.chong@test.com I
MFA Type =+ Q@ \
1 item(s) total a 10/ page
N New user account created ' i

successfully
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2. How to update a user account?

Customer User Account
Management

: - Customer User
- - Update User Account
-

Customer User module allows user to
manage the user accounts and access
within the tenant portal.

Note: Only user with Tenant User
Administrator role has access to this
function
< How to update a user account?
1. Navigate to ‘Customer User’ on the
left panel

2. Click # next to the desired user
account to edit

Customer User

Tenant Portal

External Links >

Contract Details

Customer User

[

®

Ticket
Renovation Permit >
Adhoc Utility Request

Adhoc Utility Cancellation

E-Form

Bills and Notices

june.ong@test

ed by Anacle Systems Limited

Customer User

Show Advanced Search

User Name Login Name

7 @ June Ong june.ong@test.com
7 ®© April Lim april lim@test.com
7 @ Joel Teo joel.teo@test.com
7 N Clic_lk”bﬁhcil icon 'to°&dit the'
s o IREHGMUSSRIRCAURD, ... ...
7 @ May Low may.low@test.com
7 @ July.Sim july.sim@test.com

m ‘( clésr

Customer Cellphone Email

BPXYZ Limited 81234567

BPXYZ Limited

BPXYZ Limited 92345678

BPXYZ Limited 81234567

BPXYZ Limited

BPXYZ Limited may.low

BPXYZ Limited

juneong@test.com

april.lim@test.com

joel.teo@test.com

ilitan@test.com

illyan.ong@test.com

july.sim@test.com

7 item(s) total ’ 10/ page

Fax Phone
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2. How to update a user account?

Customer User

: - Customer User
o — - Update User Account
-
€ | Customer User| | Save
< How to update a user account? Depending on the update required, navigate to the
3. Navigate to respective tabs to make . y [ sosl Teo Details, Positions, Customer Accounts, Credentials
the changes required: tab accordingly to make the necessary changes
* Details tab - amend user details
Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary
* Positions tab — add or remove
user positions to be granted to Customer BPXYZ Limited
the user account
Details
¢« Customer Accounts tab — add
. Cellphone 92345678 Email : joelteo@test.com
or remove accessible contracts
(customer accounts) Fax Phone
« Credentials tab — change Country state
password or Multi-Factor o "
. . iy Address
Authentication (MFA) type
Language . English (US)

4. Once done, click ‘Save’ to complete
the update Time Zone (UTC+08:00) Kuala Lumpur, Singapore
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3. How to reset user account password?
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3. How to reset user account password?

Customer User
v - Customer User
V-
o — - Reset User Account |
v — Password Tenant Portal
enant Forta Customer User °
@ External Links > tisth . ntact sl
Customer User module allows user to m —
C + +ail ) ear
manage the user accounts and access & Contract Details
within the tenant portal. g Show Advanced Search
Note: Only user with Tenant User R Ticket
o . . U N Login N Custs r Cellph Email F Ph
Administrator role has access to this Y sertame oo Tame fetome cienene ™ = o
function 7 @ June Ong june.ong@test.com BPXYZ Limited 81234567 juneong@test.com
# Adhoc Utility Request
< How to reset user account password’) 7 ®© April Lim aprillim@test.com BPXYZ Limited april lim@test.com
: % Adhoc Utility Cancellation
1. Navigate to ‘Customer User’ on the o iy o
| ft | 5 B 7 @ Joel Teo joel.teo@test.com BPXYZ Limited 92345678 joel.teo@test.com
eft pane & E-Form
2 Click 2 «t to the desired @ Bills and Notices 7 Click”bTérhcil icon toreset the RRKYE timited Bz fisshlnsticon
) i€ nextto the desired user desired user account
account to reset the password V4 Dan Teo dan.teo@test.com BPXYZ Limited illyan.ong@test.com
7 @ May Low may.low@test.com BPXYZ Limited may.low
~ 7 ® July.Sim july.sim@test.com BPXYZ Limited july.sim@test.com

june.ong@test

Powered by Anacle Systems Limited 7 item(s) total ’ 10/ page
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3. How to reset user account password?

Customer User Account
Management

v - Customer User

 —

V) — - Reset User Account
o — Password

K3

< How to reset user account password?
3. Navigate to Credentials tab

4. Click ‘Reset Retries’ button

5. At Inactive Account? field, untick
‘Yes, inactivate this account so that

user CANNOT log on to the system.’

Customer User

€« | Customer User

User Name * Joel Teo

Details Positions Customer Accounts Credentials Comments [0]

Credentials ZWMGGM@—AGGQHHP

Inactive Account?  : Yes, inactivate this account so that user CANNOT log on to the system.

Attachment [0]

Login Name ¥ joelteo@test.com

Login Retries 00

Reset Retries % Click ‘Reset Retries’ button

Reset Password : Yes, generate a new password and send it via e-mail to the user when | save.

Multi-Factor Authentication

MFA Type + @ None Email

Summary

Save
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3. How to reset user account password?

Customer User Account
Management

v - Customer User

 —

V) — - Reset User Account
o — Password

How to reset user account password?
6. At Reset Password field, tick ‘Yes,
generate a new password and send
it via e-mail to the user when | save.’
so that system will auto-generate the
new password and send via email to
the user account

7. Once done, click ‘Save’ button to
complete the reset user account
password process

Customer User

Finally, click ‘Save’ button to
reset user account password

|

€« | Customer User

User Name * Joel Teo

Details Positions Customer Accounts Credentials Comments [0]
Credentials
Inactive Account?  : Yes, inactivate this account so that user CANNOT log on to the system.
Login Name ¥ joelteo@test.com
Login Retries 00

Reset Retries

Reset Password : Yes, generate a new password and send it via e-mail to the user when | save.

Multi-Factor AuthenticaW

MFA Type + @ None Email

|

Save

Summary




Cap/taland

4. How to Inactivate a user account?



Captaland ~ cystomer User Account Management
4. How to inactivate a user account?

Customer User Account
Management

: - Customer User
o - - Inactivate User
V - Account

Customer User module allows user to
manage the user accounts and access
within the tenant portal.

Note: Only user with Tenant User
Administrator role has access to this
function
< How to inactivate a user account?
1. Navigate to ‘Customer User’ on the
left panel

2. Click # next to the desired user
account to be inactivated

Customer User

Tenant Portal

External Links >

Contract Details

Customer User

[

®

Ticket
Renovation Permit >
Adhoc Utility Request

Adhoc Utility Cancellation

E-Form

Bills and Notices

june.ong@test

ed by Anacle Systems Limited

Customer User

Show Advanced Search

User Name Login Name
7 @ June Ong june.ong@test.com
7 ®© April Lim april lim@test.com
7 @ Joel Teo joel.teo@test.com
7 X click'p&hcil icon {0 hactivate
s o SERISMUSSHAREINEY. .
7 @ May Low may.low@test.com
7 @ July.Sim july.sim@test.com

m ‘( clésr

Customer

BPXYZ Limited

BPXYZ Limited

BPXYZ Limited

BPXYZ Limited

BPXYZ Limited

BPXYZ Limited

BPXYZ Limited

Cellphone

81234567

81234567

Email Fax

juneong@test.com

april.lim@test.com

joel.teo@test.com

ilitan@test.com

illyan.ong@test.com

may.low

july.sim@test.com

7 item(s) total ’

Phone

10/ page
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4. How to inactivate a user account?

Finally, click ‘Save’ button to

— Customer User i i
: Customer User inactivate a user account
- - Inactivate User \\
v — Account
€ | Customer User Save
< How to inactivate a user account?
3. Navigate to Credentials tab e e | Joel Teo
4. At ‘Inactive Account?’ field, tick ‘Yes,
inactivate this account so that user Details Positions Customer Accounts Credentials Comments [0] Attachment [0] Summary
CANNOT log on to the system.’
o , Credentials - Tick ‘Inactivate Account’ |
5. Once done, click ‘Save’ button to
complete the inactivate a user Inactive Account? Yes, inactivate this account so that user CANNOT log on to the system.

account process

Login Name * joelteo@test.com

Login Retries 0

Reset Retries

Reset Password : Yes, generate a new password and send it via e-mail to the user when | save.

Password : @  Confirm Password : )

Multi-Factor Authentication
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Self-Assessment Checklist

%&LM Check In!

From this guide, we were able to:

O]_ Create new user account and grant the relevant access within tenant portal
02 Update a user account

03 Reset user account password

04 Inactivate a user account



2

or
contact our friendly support at tenantportal.helpdesk@capitaland.com Q

CapjtaLand

If you need further assistance, please

access our Simplicity Tenant Portal Info Centre

32


https://capitalandprd.simplicity.anacle.com/tenantportalguide/
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