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2 Login

Log in to the platform:
https://admin.rh.icw.io/login

You can now start managing users of RH, agents,
vendors, and laboratories.

1. Enter the E-mail Address.
2. Enter the Password.
3. Select LOGIN button.

Product compliance and testing management platform

Email Address *

— 11 ' Should you require Admin access right, please
send your request to support_rh@icw.io.
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3 Dashboard

Select Dashboard
A Dashboard shows the subscription and account

« RH Admin

status summary.
Welcome back, RH
Here is yo and account status s

Total users: list Total Active and Total Archived
users, composed of Buyer and Non-Buyer users.

Buyer (50) Total Users Buyer Users Arshives Burer Non-Buyer Users Avchived Suppler Acchived Lab

T e e e T e 7T T " 7% | Buyer users: list RH Active and Archived users.
Subserintion & Bil Non-Buyer users: list Active and Archived users
ubscription & Billing

= . o o for Supplier, Agency and Lab and lab admin users.

Plan Gredt Subscrption ssue Dats [ Subscrption End Date ]S Amoun{E Notes:

Extra user subscription plan 100 271Juni2023 14/Augi2023 4027 4 -ACtiVe user: user Who has access tO the platform
for current subscription period.

covoperpe 20+ Snowmgems 1 53 -Archived user: user without access to the

platform in current subscription period.
-Archived Buyer: all the archived RH users.
-Archived Supplier: all the archived Supplier and
Agency users in current subscription period.
-Archived Lab: all the archived Lab location and
admin users in current subscription period.

View Subscription & Billing details. You can apply filter or sorting.
Subscription & Billing shows the basic

Subscription & Billing O Basic subscription plan subscription plan and extra user subscription
|-
I o plan.
Show filters & Plan » (© Subscription Issue Date « (© Subscription End Date « RESET O Extra user subscription plan
_ 30, 2023 202 Notes:
Plan Credit Subscription Issue Date J=" Subscription End Date =" Amount= - June 2023 - -Basic SUbsc"ptlon plan: ||St the annual baSIC
subscription fee by subscription period (covering
Extra user subscription plan 100 27/Jun/2023 14/Aug/2023
50 buyer user accounts and 1000 non-buyer user
Extra user subscription plan 100 22/Jun/2023 14/Aug/2023 accounts. Addltlonal buyer user accounts W|”
Basic subscription plan 1050 15/AUg/2022 14/AUgI2023 - count towards non-buyer user accounts limit).
=5 = 2 = = -Extra user subscription plan: list the
Page: 1 Row : 20 v Showing itel -30f 3 . . . o o
L Roneperpae gl 30 och.. subscription fee in pro-rata by subscription

period, for each additional 100 user accounts.
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4 Buyer User Account Maintenance

4.1 Buyer: Users Overview

An overview of all the active and archived buyer user accounts.

Notes:
e You can search the buyer user by login name or login email address using the search keywords bar.
e You can use table search, filter, and sorting function. You can reset or remove the setting that you have applied.

« RH Admin
Users 5

Buyer

@ Dashboard

&% Users
BIUGLN @) ricetiers (D Crealed Date » Archived Dale » RESET +8, CREATE th
Buyer (50)
o Sort By: User Name X
Supplier (572)

Lab (202)
P02 1 Rows per page: 20 Showing ilems 1-20 of 50 >

0O User Name f= Q Login Email Q roe T status T Created Date [ Archived Date ] Updated Date [~ valid Date (7) = Depariments Y

: Alisa Cunningham alisac@rh com Quality Archived 26/0ct/2022 171ui2023 19/Dec/2022 14/Aug/2023 WINDOW HW & ¢ 4

: Anthany Yuen ayuen@rh.com Quality Aclive 26/0cti2022 NiA 19/Dec/2022 14/Aug/2023 Fabric & leal.. 1 a
O Bennie Zhong bzhong @rh.com Compliance Actlive 14/Mar/2023 NiA 14/Mari2023 14/Augi2023 GARDEN & ACCE a
: Benny Putra bputra@rh com Quality Aclive 21/Junf2023 MIA 214Juni2023 14/Au0/2023 OUTDOOR FURNML.. a
O Bill Lin blin@rh.com Quality Active 26/0ct/2022 NiA 21/Juni2023 14/Aug/2023 CUTDOOR FURMNI a
: Brian Chia behia@rh.com Quality Active 26/0ct/2022 NiA 07iJul2023 14/Augi2023 DINING TABLES 4 a
O Callie Mandrell cmandrell@rh.com Compliance Aclive 26/0cti2022 NiA 30/May/2023 14/Aug/2023 FLOOR COVERINGS 2 a




4.2  Buyer: Create Users
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Select Buyer > Create

« RH Admin

Buyer

€ Dashboard

22 Users
SEARCH

Input User Info and Access Right

Create Buyer

»
&) .
Access Right
Role*
Compliance

Compliance Main €
Quality

Quality Main €@

Role Description

Compliance

Compliance Main @

Quality

Quality Main @

@© Greated Date -

A

(@ Arenived Date + RESET

User Info

Login Email *

User Name *

Notification Email *

Access Right

Role™

Department

User will get email notification from the s

Select at least of

CANCEL CREATE AC: T

Select Department

Role description

<+ SELECT DEPARTMENT

that you wanted to add to this buye

Cannct find the department?

Cannot Find The Department?

Notes:

There are four Access Right for Buyer
user which is Compliance / Compliance
Main / Quality /Quality Main, refer to
Role description for details.

You will receive email notifications for
your selected departments.

Select department is optional, if the
buyer user doesn’t need to handle any
department, please leave it as blank.

Should you require to add a new
department, please send your request
to support rh@icw.io.

After an account is created, a system
notification email with re-set password
link will be sent to the user to activate
the account.
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4.3 Buyer: Edit Users

ICVy

compliance made easy

Click onto the buyer user profile

« RH Admin B
uyer
€ Dashboard y

vsars 50

+2 CREATE i)

a2s Users
SEARCH Hige fiters () Created Date = (© Archived Date + RESET
Buyer (50)
us perpage: 20 v i <1220 of 50
Supp Rows per page Shawing ifems 1-20 of 50 >
Lab (202) User Name = O Login Email O role Y. status 1 Created Date]= Archived Date = Updated Date ] valid Date () = Departments ¥
Anthony Yuen ayuen@rh.com Quaiity Active 2610012022 A 19/Deci2022 141Aug2023 . 1
“ o Fabric & leat o
Bennie Zi bzhong@rh.c Complia Activ 1aMar2023 A 14Ma2023 147Augi2023
ennie Zhong zZhong@rh.com ompliance 5 an an ug mDEN 8 AGOE a

X skurniawan@rh.com  Aclive

@ Access Right

User Info

Login Ema

Username

Motification Ema

User info > Select CHANGE to update Username or Notification Email.

skurniawan@rh.com

O skurniawan@rh.com

a ARGHIVE ACCOUNT

Notes:

e Once a user account is created, you
cannot change the Login Email.

e Notification email is the email for
receiving notifications.
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Access Right > Select CHANGE to update user role. Select + ADD DEPARMENT or remove department.

X skurniawan@rh.com  Acive

B Userinfo

® Access Right

Access Right

Role ()

Department

4000

Role Description

—

Compliance

Right to

Edit right of test matrix module

Quality

Right to approve quality task

Quality Main @

* Right to ap

Edit right of qualit

Compliance Main @

FLOOR COVERINGS

HARDWARE

HOME ACCESSORIES

Select Department

a ARCHIVE ACCOUNT

CHANGE
[ |

]

[}

Notes:

e Should you require to add a new
department, please send your request
to support rh@icw.io.
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4.4 Buyer: Archive and Unarchive Users
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Archive user

Select Archive Account from Buyer>Users page.

« RH Admin B
€ Dashboard
222 Users
SEARCH Hide filters (D) Created Date « (© Archived Date + RESET
Buyer (50)
Rows per page: 20 v Showing items >
Lab (202) User Name ]S Q Login Email Q Role ¥ Status ¥ Created Date]F
Anthony Yuen ayuen@rh.com Quality Active 26/0ct/2022

Bennie Zhong bzhong@rh.com Compliance Active

Alternatively, click onto a specific user profile, select ARCHIVE ACCOUNT.

X skurniawan@rh.com  Aciive

Q Ueerino Access Right

® Access Right

Unarchive user

Click onto a specific user profile, select UNARCHIVE ACCOUNT.

X skurniawan@rh.com #enived

© Userino Access Right

®  Access Right

14Marr2023

Archived Date]=

Updated Date]F Valid Date Q) {5 Departments ¥
19/Deci2022 14iAugi2023 .

Fabric & leat
1amMar2023 T4iAugi2023

GARDEN & ACCE,

ARCHIVE ACCOUNT

users 50

+8, CREATE M

Archive Account

Archive Buyer Account

Are you sure to archive this user account?

.

Unarchive Buyer Account

CANCEL

CANCEL

Are you sure to unarchive this user account?

Notes:

e The archived users will be
counted as subscription users
within the current subscription
period.

e You can archive an active user
account. Or you can unarchive an
archived user account.

e No notification email will be sent
to an archived user.




4.5 Buyer: Export Users
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Select Buyer > Export All or Export Active Users

Bennie Zhong bzhong@rh com Compliance Active 14Mar2023

« RH Admin B
¢ Dashboard
iy Users
Buyer (50
Rows per page: 20 v Showing items 1-20 of 50 >
User Name = Q) Login Email Q roe T status Y Created Date}=
Anthony Yuen ayuen@rh.com Quality Actlive 26/0ct2022

Notes:

Export All: All the buyer users include
active and archived users will be exported.

Export Active users: Archived buyer users
will be excluded from the export.




5 Supplier and Agency User Account Maintenance

5.1 Supplier and Agency: Companies and Users Overview
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An overview of all the active and archived supplier and agency companies.

<« RH Admin

Supplier
x @D riceriers

€9 Dashboard

222 Users

@ Created Date ~ RESET

Supglier (572)

+2 create - G

Pagei2  Rows perpage: 20 v Showing items 2140 of 77 < >
Supplier Ho. / Name]= Y Agent O Company Type Y Status T Created Date [= Updated Date = Active Users 1=
DECO TEXTIL FLATWORLD Supplier Company Active 25/0cti2022 22/Juni2023 1
DELTA EXPORTS INTERNATIONAL FLATWORLD Supplier Company Archived 25/06/2022 21/uni2023 1
] Agency G Acl [0ct/2022 21/4un/202 9
LATWORLD FLATWORLD W Agency Company 26/0ct/2022 211un/2023
<« RH Admin
Su pplier Companies 512 Users 572
¢? Dashboard
2&s Users
UGG @) Hice riters Created Date = Archived Date = RESET +% CREATE » M
Buyer (50)
) Sorl By: Created Date >
Supplier (572)
Lab (202)
Rows per page: 20 v Showing items 1-20 of 572 >
_ User User Created  _ Archived . _ Updated  _ Valid _
Supplier No. / Name [ = Login Email Notification Email Agent Status = = = =
=Y = Q Name Q < Type T T Date = Date I: Date I: Date @1
c celesting@ c c celes c Active THUl202 1A THuli202 /Augi2023
LBECOLEGAE ompliancetesting@libeco.com ompliancelesting@libeco.com Compliance WA Supplier User 171uli2023 N 17ul2023 14/2ug/2023
compliancetesting@savema.com compliancetesting@savema.com Andrea A Supplier User : 1642023 NIA 16/uli2023 14/Augi2023
Savema Spa compliancelesing@savema.¢ compliancelesting@savema.c Lazzarini A PP Archived Huli202: 1A fJuli202 14ugi2023

e You can search the supplier/agency by using the search keywords bar.
e You can use table search, filter, and sorting function. You can reset or remove the setting that you have applied.

11



5.2 Supplier: Create company

ICY

v

compliance made easy

<« RH Admin

Supplier

@ Dasnboars

a2 Users

'ACE BAYOU CORPORATION N ‘Supper Comps
Achle Pino SPA NA ‘Supper Company
NA ‘Supper Company

ADESSO INC

Select Supplier > On Companies page, select CREATE, then select Supplier company.

ctve Users

v
Supplier Company

Agency Company W

Input Supplier Company Info, link it with Agency (if applicable) and CREATE USER.

Company Info

Supplier ID* Supplier Name *

Sub Supplier ID

Press enter to add new tag

Agency Company

i 2
Cannot find the agent? =gy C2MNOt Find The Agent?

Supplier is required to update these information for TRF when The Agency Com| st, you may create the Supplier first,
and add the Agency
Supplier Address
) Supplier is required to update these natio TRF il
OKAY
Contact Name
) Supplier is required to update these information for TRF il
Contact Number
) Supplier is required to update these information for IRk 1
Contact Email
) Supplier is required o update thase information for TRE when 15t login
Users
Create user for this company Login Email User Name Email Notification

L]

48 CREATE USER —B (e creare R

CANCEL CREATE ACCOUNT

Notes:

Sub Supplier ID should be different from Supplier ID.

One Supplier can be linked to one Agency Company only.

Please leave Agency Company blank if Agency linkage is not required.

-

12



5.3 Supplier: Edit Users
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Select Supplier > on Companies page, select the Supplier Company that you would like to edit.

« RH Admin .
Supplier
€ Dashboard

2 Users
SEARCH Srowfters (D Created Date =

RESET

o

+2. create - [

Buyer (50)

Supplier (572) Page: Rows per page: 20 ~ Showing items 1-20 of 512 >

Lab (202) Supplier No. / Name]= ¥ Agent Q Company Type ¥ status T Created Date | Updated Date J= Active Users =
AAKAAR IRON CREATIONS P LTD wia Supplier Company Active 2510012022 0200012023 1
faron Seltzer WA Supplier Company Active 22Mar2023 27uni2023 1

Select Company info to change supplier name, supplier contact information, the linked agency company and sub supplier ID.

X  Aaron Seltzer  Supplier Company Active

Ba company Info

&4 Users

Company Info

@ Support Documents

Supplier Name
Supplier ID

Supplier Address
Contact Name
Centact Number

Contact Email

Relationship

Agency Company

The service provider of this supplier company

Sub Supplier ID

Azron Seltzer

2621

43 Humphrey rd

Azron Seltzer

compliancetesting aseltzer@gmail.com

N/A

N/A

)

CHANGE

CHANGE

CHANGE

CHANGE

CHANGE

CHANGE

CHANGE

13
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Select Users > On Active Users page, Select CREATE USER, Archive or Edit to change the users.

B Company Info

H Support Documents

4 Edit user

X Aaron Seltzer  Supplier Company Active

Active Users

Compliance

Archive user

+& CREATE USER

Create New User

—

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.

X Test 0703 Supplier Company Active

By Company Info

25 Users

i support Documents

Support Documents

Drag and drop the file to upload

@y Resecfoct

B Product informationxls

* Bulk download ¥ Delete document

rh_admin@icw.

rh_admin@icw.io

04/1ul/2023

04/Jul/2023

Notes:

When supplier users are listed in the Archived Users list, it is
not possible to create users with the same login email
address. Please unarchive the user directly.

(Continued on next page)

14



5.4 Supplier: Archive and Unarchive
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Archive User:
Select Users > On Active Users page, select Archive.

X Test_ 0703 Supplier Company Active

B3 Archived Users

B2 Company Info
Active Users

Users

[ﬂj Support Documents List of the co

User Name Login Emai

8 Archive user
Unarchive User:
Select Users > On Archived Users page, select Unarchive.

X lamtestes Supplier Company Active

Ba Company Info & Active Users

i
Archived

@ support Documents he

Users

User Name

8 Unarchive user

Select Supplier > On Companies page, select the Supplier to continue.

+2 CREATE USER

(2

Unarchive Account

UNARCHIVE

Notes:

e The archived users will be counted as subscription
users within the current subscription period.

e If the supplier has outstanding tasks, the last
supplier user cannot be archived.

e If the supplier does not have any outstanding
task, the supplier company will also be
deactivated once the last supplier user is
archived.

e Create a SKU or Import Monday Feed is workable
when supplier is active with active user.

Some tips when archiving Supplier users:
1. More than one existing Supplier users

Archive Account

Are you sure to archive this user.

CANCEL ARCHIVE

2.Archive the last Supplier user with outstanding tasks

Archive The Last User

This supplier has outstanding tasks. Therefore, you cannot archive this
user.

CLOSE

3.Archive the last Supplier user without outstanding task

Archive The Last User

When the last user is archived, the company profile will also be
deactivated. Are you sure to deactivate this user?

CANCEL ARCHIVE

15




5.5 Agency: Create Company
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« RH Admin

Supplier
B o wm

Select Supplier > On Companies page, select CREATE, then select Agency company.

Input Agency Company Info, + SELECT SUPPLIER to link it with Suppliers and CREATE

USER.

« RH Admin

'

Supplier Company

Agency Company W

Notes:

Create Agency Company

Select Supplier

Company Info

‘Agency Company Name *

Suppliers

@ | + SELECTSUPPLER

that you wanted to add to this s

+2, CREATE USER

CANCEL CREATE ACCOUNT

Cannot Find The Supplier?

The supplier may not exist, you may
and add the supplier to this Agency

One Supplier can be linked to one Agency Company only.
If the supplier is linked to an existing Agency Company, you cannot link with others.
Please go to the Supplier/Agency profile to change the Agency linkage first.

Cannot find the Supplier?

the Agency Company first,

16



5.6 Agency: Edit Users
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Select Supplier > On Companies page, select the Agency Company that you would like to edit.

« RH Admin

Supplier

@ Dashboard

282 Users
BIUTIN @ ricefiters (O Created Date « RESET

Company Type: Agency Company X

Buyer (50)

Supplier (572)

e o
+8 CREATE » i)

Lab (202)
Page: 1 Rows per page: 20 « Showing items 1-3 of 3
Supplier No / Namel= T Agent Q Company Type T status ¥ Created DateJ= Updated Date]= Active Users[=
FLATWORLD N/A WM Agency Company Active 26/0ct/2022 19/Jul’2023 9
Sheikh Orientals N/A M Agency Company Active 25/0ct/2022 19/Jul’2023 1
VAKASSOCIATES N/A ! Agency Company Aclive 26/0c12022 19/Jul’2023 4

Select Company info to change Agency Company Name.

*X  FLATWORLD W Agency Company Active

[Eﬂ Company Info ]

Company Info

aa Users
ml Supplier List
[UJ Support Documents Agency Company Name FLATWORLD

17
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Select Users > On Active Users page, select CREATE USER, Archive or Edit to change the users.

X FLATWORLD W Agency Company Active

B2 Company Info

44 Users

Create New User

+2 CREATE USER ' L

Active Users Edit User
g Supplier List List of the company active users,
['J Support Documents ) .
= o

' Edi i >
4 Edit user Archive user o
Select Supplier list > select ADD SUPPLIER or Delete to change the supplier linkage. v

Notes:

X FLATWORLD W Agency Company Active

B3 Company Info
a4 Users
g Supplier List

U Support Documents

@ Direct to supplier profile

Supplier List

Supplier ID Supplier Name

+3 ADD SUPPLIER 3681

BONAFIDE EXPORTS

¥ Delete supplier linkage

Criteria to Add Supplier to an Agency:

e The supplier is active with an active
user account.

e The supplier is not linked to another
Agency Company.

Otherwise, Disable will be displayed next

to the supplier user in the Add Supplier

window.

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.

X Supplier Company Active

B Company Info

Support Documents

22 Users

[ @ support Documents]

AM.png

7

Bulk download

&, UPLOAD

oaded Date

Screenshot 2023-03-31 at 10.38.43

rh_admin@icw.io 31/Mar/2023

53.1 kB

Delete document

18



5.7 Agency: Archive and Unarchive
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Select Supplier > On Companies page, select the Agency to continue.

Archive User:
Select Users > On Active Users page, select Archive.

X FLATWORLD WV Agency Company Active

By Company Info

B Archived Users

Active Users
mi  Supplier List List of the company active users

U Support Documents

Archive user

Unarchive User:

Select Users > On Archived Users page, select Unarchive.

x Wl Agency Company Active

a Active Users

B3 Ccompany Info

i Supplier List

mj Support Documents

&

B Unarchive user

+% CREATE USER

0

Unarchive Account

UNARCHIVE

Notes:

e The archived users will be counted
as subscription users within the
current subscription period.

e No notification email will be sent
to an archived user.

Some tips when archiving Agency users:

1.More than one existing Agency users

Archive Account

Are you sure to archive this user.

‘ CANCEL ‘ ARCHIVE

2.Archive the last Agency user

Archive The Last User

When the last user is archived, the company profile will also be
deactivated. Are you sure to deactivate this user?

CANCEL | ARCHIVE

19



5.8 Export Companies and Users
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Export Supplier and Agency Company

Select Supplier > On Companies page, select Export All.

« RH Admin .

Supplier
¢ Dashboard
2 Users

Show filters () Created Date = RESET
Buy
Page: Rows perpage: 20 « Showing items 1-20 of 512 >
Suppier No. /Name = V' Agent Q G s

NA Suppiier Compan
Aaron Seltzer opl any
ACE BAYOU CORPORATION NiA Supplier Gompany

A Supplier Company

Actille Pinto SPA

Export Supplier and Agency Users

Select Supplier > On Users page, select Export All or Export Active Users.

« RH Admin

Supplier

€ Dashboard
2 Users
SEARCH Showfiters (O Created Date = @ Archived Date
Buyer (50)
Page: 1 Rowsperpage: 20 ~ Showing items 120 of 572
Supplier (572) 9 perpag showing ° >
Lab (202 Suppller .
No.l  IF Login Email Q Notification Email @ N Q
ame
Name
AAKAAR IRON co.in mpliancetesting@aakaar.co.in Complian
CREATIONS P v o
)
santosn
AN CLOTHING santosh kumar@aanhome.in santosh kumar@aanhome.in o
ashok kumar@aanhome.in ashok kumar@aanhorme.in Ashok
AAN CLOTHING @ @ Kumar
o]
Export

RESET

Agent Q

FLATWORLD

FLATWORLD

FLATWORLD

Created Date }=*
2Mark2023
25/0ct/2022

2174un/2023

user
T

Type

Supplier
User

Supplier
User

Supplier
User

status 'Y

Updated Date J=*

271un/2023

2070un/2023

217un/2023

Created _
5

Date

02/Juli2023

25/0ct/2022

25/0ct/2022

Companies

Archived . _
B

Date

NIA

NIA

NIA

+2, CREATE «

Export All
Active Users }=°

1

1

=

+2 CREATE »

Expart All

Export Active Users

Updated . Valid -
Date I Date OF
02/Juli2023 14/Augi2023

19/Dec/2022 14/Aug/2023

19/Dec/2022 14/AugI2023

Notes:

Supplier and Agency Company
e Companies > Export All: Both Supplier
and Agency company will be exported.

Supplier and Agency Users

e Users > Export All: Both active and
archive users will be exported.

e Users > Export Active Users: Archived
users will be excluded from the export.
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6 Lab User Account Maintenance

6.1 Lab: Groups, Locations and Users Overview

ICVy

compliance made easy

An overview of all the active Lab Groups.

« RH Admin
Lab

€2 Dashboard

z2: Users

() fias nier

@ Createa Date -

Buyer (50)

:
Supplier (572)
Lab {202)

Page: Rows per page: 20 ~ Showing items 1-12 of 12

Lab Groupl= T

RESET

Company Type T

Updated Date [=

Created Date [=

Groups 12 users 202

+2 CREATE LAE GROUP M

Active Users | =

TUV SUD Lab Group 10/Julf2023 25/0cti2022 2
An overview of all the active Lab Locations.
<« RH Admin
L b Locations 83 Groups 12 Users 202
a
€3 Dashboard
2&: Users
Buyer (50)
Supplier (572) Page: Rows per page: 20 Showing items 1-20 of 33 >
Lab (202) Lab Groupf= T Lab Location = O Company Type T Status T Created Date [ Updated Date §= Active Users §=
API LAB TESTING API LAB TESTING Lab Location Aclive 23/0cti2022 19/Juli2023 5
An overview of all the active and archived Lab Location and Lab Admin users.
« RH Admin
Lab Locations 83 Groups 12 Users 202
€7 Dashboard
& Users
Show filters @ Created Date » @ Archived Date » RESET ﬂ]
Buyer (50)
SJ\‘r\ie‘ (572) Page: Rows per page: 20 + Showing items 1-20 of 202 >
Lab {202) Lab Growp = T Lab Location }= Q User Name Q userType T staus T Created Date | Archived Date [ Updated Date = valid Date(D) 15
TUV SUD TUV SUD Shenzhen David Zhao Lab david zhao@tuvsud com Active 130uli2023 NIA 18/Juli2023 14/Augl2023
Notes:

e You can search the Lab by using the search keywords bar.

e You can use table search, filter, and sorting function. You can reset or remove the setting that you have applied
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6.2 Lab: Create Lab Group

ICVYY

compliance made easy

Create Lab Group
Select Lab > On Groups page, select CREATE LAB GROUP.

" Lab

SEARCH Showfiters  (§) Created Date = RESET

LabGroup T

company Type ¥

Create Lab Group

Company Info

Lab Group*
Lab Admin User

+8 CREATE USER

Login Email User Name Email Notification

L]

+2 CREATE USER

N ——t

Notes:
You can create multiple Lab Admin Users.

Updated Date J= Created Date]=

Input Company Info and select CREATE USER to create Lab Admin User, then select NEXT.

A

s 148 b 287

Active Users]=
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ICV v

compliance made easy

Select + CREATE LAB LOCATION to add Lab Location Profile.

Create Lab Group

Lab Locations

[ + CREATE LAB LOCATION ]

Select CREATE USER to add Lab Location users.

Select + CREATE LAB LOCATION to add more Lab Locations under the same Lab Group.

Lab Location #1 § revovE v
Lab Location Contact Number

I

> o
»

CANGEL BACK c

Select CREATE ACCOUNT to complete the creation.

ab Location Address

Login Email User Name

—

[ + CREATE LAB LOCATION ]

Lab Location User

+8 CREATE USER

Email Notification

6.3 Lab: Manage Lab Group

Select Lab > On Groups page, select a specific lab group to manage the profile.

« RH Admin

Lab

+8 CREATE LAB GROUP [ii]

¢ Dashboard
220 Users
@ viedies (@ Created Date - RESET
Buyer (50)
Supplier (572
Lab (202)
Rows perpage: 20 ~ Showing items 1-12 of 12
Lab Growp]= ¥ Company Type ¥ Updated Date]=
TUV SUD Lab Group 104uli2023
Certintex SAC Lab Group 20/Jun/2023
By Lab Group 191uli2023

Created Date ] Active Users |
25/0c42022 2
07/Novi2022 1
250612022 1
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Icv \

compliance made easy

Select Company Info to CHANGE Lab Group name.

X BV W Lab Group

3 Company Info

Company Info
sa Users = :

may ed| er's company information

€ Lab Locations

) support Decuments

Lab Group

BV

CHANGE

Select Users > On Active Users page, select CREATE USERS to add new Lab Admin user to an existing Lab Group.

Select Users > On Active Users page, select Edit User to change Lab Admin user details.

X BV WM Lab Group

By Company Info

Active Users

€ Lab Locations List of the company active users

[y Support Documents

“ Edituser B Archiveuser * Bulk download

B Archived Users

a

¥ Delete document

)

Create New User

User Name

CREATE USER —

Email Notification

CANCEL CREATE
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ICVYY

compliance made easy

Select Lab Locations > Select CREATE LAB LOCATION to create new Lab Location for existing Lab Group.

Select Lab Locations > Select Delete LAB LOCATION to remove the linkage between existing Lab Location and Lab Group.

Notes:

Please go back to Lab > Locations page to update the Lab Group for that Lab Location, otherwise, it cannot be selected by

Supplier during Acknowledge and Quote flow. Create Lab Location

Company Info
-

X BV W Lab Group

By Company Info

[ +% CREATE LAB LOCATION ]—>

Lab Locations

'.; Users Lab location linked with this Lab group company
U Support Documents Users
- BV Noida z ©
BV Buffalo
2 Direct to lab location profile # Delete lab location linkage

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.
X W Lab Group

BE Company Info

Support Documents L. uPLOAD

aa Users

€ Lab Locations

@] Support Documents Lab Documents.docxk

rh_admin@icw.io 10/ ulf2023

¥ Bulk download § Delete document




6.4 Lab: Archive and Unarchive Lab Group

Icv v

compliance made easy

Select Lab > On Groups page, select the Lab Group to continue.

<« RH Admin
Lab Locations | 83 12 Users 202
@ Dashboard
2 Users
EILN @ rideiites  © Created Date ~ RESET +8 CREATE LAB GROUP
Page:1  Rowsperpage: 20 ~  Showing flems 1-120f 12
Lab Group}= Y Company Type ¥ Updated Date}=" Created Date = Active Users |
UV SUD Lab Group 10Uu2023 25002022 2
Gertintex SAC Lab Group 201un12023 07/Novi2022 1
v Lab Group 1910012023 2510012022 1

Archive User
Select Users > On Active Users page, select Archive.

X BV W Lab Group

B Company Info B Archived Users

Active Users

© Lab Locations List of the company active users

[l support Documents

o Archive user ¥ Unarchive user
Unarchive User

Select Users > On Archived Users page, select Unarchive.

X  Testing 001 Wi Lab Group

B3 Company Info & Active Users
Users .
Archived Users
€ Lab Locations List of the company archived u
0] Support Documents

User Name

Unarchive Account

+8 CREATE USER

Are you sure to unarchive this user

Email Notification (1)

CANCEL

UNARCHIVE

!

Notes:
e The archived users will be counted as

subscription users within the current
subscription period.

Some tips when archiving Lab Admin users:

1.More than one Lab Admin users

Archive Account

Are you sure to archive this user.

CANCEL ARCHIVE

2.Not allow to archive the last Lab Admin user
Archive The Last User

You can not archive the last user.

CLOSE
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6.5 Lab: Create Lab Location

ICV v

compliance made easy

Select Lab > On Locations page, select CREATE LAB LOCATION > CREATE ACCOUNT

<« RH Admin

Lab

) Dashboard

28 Users

Rows perpage: 20 =

Lab Group}= Y

API LAB TESTING

Brachi Testing Services

BV

Showfilters () Created Date =

Showing items 1-20 of 83 >
Lab Location]= Q
API LAB TESTING
Brachi Testing Services

BV Banaglore

RESET

o

2 Users 202

Company Type Y status ¥ Created Date = Updated Date = Active Users =
Lab Location Active 23/0ct/2022 194Juli2023 5
Lab Location Active 23/0ct/2022 204uni2023 1
Lab Location Active 25/0ct/2022 201uni2023 1

Input Company Info and select CREATE USER to create Lab Location User, then select CREATE ACCOUNT.

Create Lab Location

Company Info

Lab Location *

Lab Group *

Lab Address

Contact Number

e

A

Cannot Find Lab Group?

The lab group may not exist, you may create the lab group for first, then
back here to select the lab group.

Cannot find the lab group? "—

OKAY

Login Email User Name

+3 CREATE USER

Email Notification
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6.6 Lab: Manage Lab Location

ICVY

compliance made easy

« RH Admin

(*) Dashboard
a1 Users
Buyer (50

Supplier (572)

Lab (202)

Lab

SEARCH Show filters @ Created Date «

RESET

Select Lab > On Locations page, select a specific lab location to manage the profile.

Groups 12

Users 202

= CREATE LAB LOCATION m

Page:1  Rows perpage: 20 Showing items 1-20 o7 83

Lab Group T Lab Location Q Company Type ¥ status ¥ Created Date]= Updated Date }=
API LAB TESTING APILAB TESTING Lab Location Active 23/0ct/2022 214un/2023 5
Brachi Testing Services Brachi Testing Services Lab Location Active 23/0ct/2022 214un/2023 1
Lab Location Active 25/0ct/2022 214un/2023 1

BY BV Banaglore

X BV Banaglore Lab Location Active

[ﬂg Company Info ]

-t Users

You may edit the user

) Support Documents

Lab Location

Lab Group

Contact Number

Company Address

Company Info

s company information here.

Select Company Info to CHANGE the Lab Location, Lab Group or contact details.

BV Banaglore

BV

Bureau Veritas Consumer Products Services (I) Pvt. Litd. AKR Tech Park, Ground floor, C Block,
Survey no 112, Krishna Reddy Ind. Area, 7th Mile Hosur Road, BANGALORE - 560068
Telephone-91-080-40701600

Active Users]="

CHANGE

CHANGE

CHANGE

CHANGE




ICVy

compliance made easy

Select Users > On Active Users page, select CREATE USER to add new Lab Location user to an existing Lab Location.
Select Users > On Active Users page, select Edit User to change Lab Location user details.

Create New User

X BV Banaglore LabLocation Active

B Company Info 9 Archived Users

User Name
Active Users ——P  Email Notificatio
) Support Documents List of the company active users
User Name I E ma i
»
»
Edit User

david.schmidt@bureauveritas.com1

User Name

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.

Email Notification
> Lab Location Active

& L’O‘Twpan){ Info support Documents

Drag and drop the file to upload
- Users

[@J Support Documents]

Same SKU & Market With Multiple Quts
a tanding Tasks updated NotHighlighted

rh_admin@icw.io 08/May/2023
not deleted.xlsx - “ /My,

< Edituser 8 Archive user * Bulk download ¥ Delete document
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6.7 Lab: Archive and Unarchive Lab Location

Icv \

compliance made easy

Select Lab > On Locations page, select the lab location to continue.

« RH Admin

@ Dashboard
2 Users
SEARCH Show fiters (O Created Date RESET
Page:1  Rowsperpage: 20 v Showing ftems 1-20 of83 >

43, create LA LocaTion [

Lab Group ¥ Lab Location O company Type ¥ status ¥ Created Date [~ Updated Date = Active Users ]~
API LAB TESTING API LAB TESTING Lab Location Active 231012022 210un2023 5
Brachi Testing Services Brachi Testing Services Lab Location Active, 230012022 210un2023 1
BY BV Banaglore Lab Location Active, 2500012022 210un2023 1

Archive User
Select Users > On Active Users page, select Archive.

X BV Banaglore Lab Location Active

[Ba Company Info

) Support Documents List of the

Pradipta Kumar

Archive user B Unarchive user
Unarchive User
Select Users > On Archived Users page, select Unarchive.

> Lab Location Active

Archived Users

List of the company archived users.

0] Support Documents

User Name

Darrall Sentz

+8 CREATE USER

Unarchive Account

Are you sure to unarchive this user.

CANCEL

Email Notification

UNARCHIVE

Notes:
e The archived users will be counted as
subscription users within the current

subscription period.

e No notification email will be sent to an
archived user.

Some tips when archiving Lab Location users:

1.More than one Lab location users

Archive Account

Are you sure to archive this user.

‘ CANCEL | ARCHIVE

2.Not allow to archive the last Lab location user
Archive The Last User

You can not archive the last user.

CLOSE
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ICVy

compliance made easy

6.8 Lab: Export Groups, Locations and Users

Export Lab Locations

Select Lab > On Locations page, select Export All. Notes:
Lab e

@ Deshbonrd Lab Company:

a2 Users = i e Locations > Export All: All Lab

SEARCH Show filters @ Created Date » RESET
uyer (50) Location will be exported.
Rows per page: 20 + Showing items 1-20 of 83 > ° Groups > Export A" A” Lab
Lab Group]= T Lab Location]= Q Company Type T Status T Crealed Date J= Updaled Date & Active Users]& Grou ps Wl" be exported.

« RH Admin

+3, CREATE LAB LOCATION, M

Export All

Export Lab Groups Lab Users:
Select Lab > On Groups page, select Export All. e Users> Export All: Both active and

« RH Admin archive Lab Location and Lab
Lab Admin users will be exported.

¢® Dashboard

281 Users
SEARCH Showfilters () Created Date = RESET

e Users> Export Active Users:
Archived Lab Location and Lab
Rowsperpags: 20 = Showng lems 1120112 Admin users will be excluded from

Lab Groupf= T Company Type ¥ Updaled Date]= Created Datef= Active Usersf= th e eXpOrted .

Export Lab users
Select Lab > On Users page, select Export All or Export Active Users.

Lab ocations 83 Groups 12

€3 Dashboard

& Users
SEARCH showfiters (D) Crealed Date » (© Archived Date + RESET

Rows per page: 20 ~ Showing items 1-20 of 202 >
per pag g Export Active Users

+2 CREATE LAB GROUP [}

Expert All

Export All

Lab Group}= ¥ Lab Location {= Q user Name Q usertype Y Login Email Q staws T Created Date [T Archived Date = Updated Date |~ valid Date () §=
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