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System Admin 

 

This section describes the processes on administering SEGHIS. Enable administrators to set and 

format the settings of the system based on its required functionality and information. 

 

- Managing Access Permissions 

 

1. Click System Admin. 

 

 
 

2. Click Access Permissions. 
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3. Admin Index will display that contains a list of configurations. 

 

 
 

 Below are the steps to manage each configuration on Access Permissions.  

  

3.1 General 

 

3.1.1 Quick Informer 

 

 Enable user to input basic contact information. 

 

1. Click Quick informer. 

 

 

 

 

 

Input basic contact 

information on each field. 
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2. Click Save. 

 

 
 

3. Contact information displays on Home module. 
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i. Paginate max rows 

 Sets the number of rows to display on search. 

 

1. Click Paginate max rows. 

 

 
 

2. Click Save. 

 

 
 

 

 

 

 
 

Input max. no. of rows on each 

search. 

 

List of search modules. 
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b. Users 

i. Create, edit, lock 

 Enable user to create, update and lock access permissions of users. 

 

Create new access permission 

 

1. Click Create, edit, lock. 

 

 
 

2. Click Save permissions. 

 

 

 

 

Fill up given fields. 

 

Select allowed 

areas to access 
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Search for an employee 

  

1. Click Find Employee. 

 

 
 

2. Enter search keyword. 
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3. Click Search. 

 

 
  

4. Sample display of search results. 
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List of access permissions 

 

1. Click List of access permissions. 

 

 
 

2. Display list of users that have access permissions. 

 

 
 

 

 

 

 

 

 

 

 

 

 

Legends: 

  - Update access permissions. 

   - Locks user access. 

   - Delete access permissions 
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Update user access. 

 

1. Click  change button. 

 

 
 

2. Displays access permissions of specific user.  
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3. Click Save permissions to save changes. 

 

 
 

 

ii. Time out 

 Sets time of inactivity for modules to be lock. 

 

1. Click Time out.  

 

 
 

 

 

 

 

 

 
 

Fill out given fields. 
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2. Click Save to save changes.  

 

 
 

 

c. GUI 

 

i. News Display 

 Sets format on news article. 

 

1. Click News display. 

 

 
 

 

 

Fill up given fields to set 

format. 
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2. Click Save to save changes.  

 

 
 

ii. Set date format 

 Select date format 

 

1. Click Set date format. 

 

 
 

 

 

 

 

 

 

 

 

  

 

  

Click Use 

default values 

to use default 

format. 

 

 

Select date 

format. 
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2. Click Apply. 

 

 
 

iii. Set currency 

 Sets currency type 

 

Selection of currency type 

1. Click Set currency. 

 

 
 

 

 

 

 

 

 

 

 

Select currency type. 
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2. Click Save. 

 

 
 

  Update currency type 

 

1. Click Edit. 

 

 
 

 

 

 

 

 

 

 

 



15 
 

2. Displays profile of selected currency type. 

 

 
 

3. Click Update to save changes. 

 

 
 

   

 

 

 

 

 

 

 

Fill up given fields to edit 

currency information. 
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Delete currency type 

1. Click  button. 

 

 
 

 

iv. Add new type of currency 

 Creates new type of currency 

 

1. Click Add new type of currency. 

 

 
 

 

 

 

 

 

Fill up given fields. 



17 
 

2. Click Save. 

 

 
 

v. Discount 

 Creates and update discount 

 

Create discount 

1. Click Discount. 

 

 
 

 

 

 

 

 

 

 

 

 

Fill up given fields. 
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2. Click Add. 

 

 
 

  Update selected discount 

1. Click  button. 
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2. Enable to update selected discount. 

 

 
 

3. Click  button. 
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Delete selected discount 

1. Click  button. 

 

 
 

 

d. Main Menu 

i. Hide/show, sort order 

 Sets sort order of modules and enable to hide/show in main menu. 

 

1. Click Hide/show, sort order. 

 

 
 

 

 

 

 

 

 

 

 

 

 

Sets sort number 

and visibility. 
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2. Click Save. 

 

 
 

ii. Configuration options 

 Formats main menu. 

 

1. Click Configuration options. 

 

 
 

 

 

 

 

 

 

 

Fill up given fields. 
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2. Click Save. 

 

 
 

e. Data entry forms 

i. Hide/show 

 Hide and shows data fields on forms. 

 

1. Click Hide/show. 

 

 
 

 

 

 

 

 

 

Select to hide 

fields. 
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2. Click Save. 

 

 
 

f.  Theme 

i. Control buttons & images 

 Sets theme for button and images. 

 

1. Click Control buttons & images. 

 

 
 

 

 

 

 

 

 

Select theme. 
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2. Click Save. 

 

 
 

 

 


