(CQMS-MetricStream)

Site Administrator Guide-Managing
CQMS Users




1. Managing CQMS Users

1.1 CQMS User Account

A CQMS-MetricStream Site Administrator has the authority to add and maintain (update and
expire) CQMS-MetricStream User Accounts for any CQMS Users across the company but can only
modify accesses for those accounts within their own organization.

All Cummins Employees that need access to CQMS-MetricStream will use their existing
production LDAP account and password. This means that all Cummins Employees will use their
WWID to login and their existing production passwords.

In addition, CQMS-MetricStream External Supplier Contacts, once registered in the
Cummins Supplier Portal, will directly access CQMS through their Supplier Portal Login
(supplier.cummins.com).

mie Tripathi, Nidhi My Profile

Cummins Supplier Portal

Corporate Responsibility Environmental Stewardship Supplier Diversity Supplier Payments Standards & Processes

About Cummins
| am a Cummins supplier. and Our Products

I’'m flexible, responsive,
agile and quality-driven! Cummins

You can Depend on Me. Green
Supply Chain

Principles

|
' Cummins reporis best in Company history in 2010 | 01Feb2011 | Doing Business with
[ Direct Access to Company expects to earn 13,5 percent EBIT on $16 billion in sales in 2011 Cummins
' CQMS- . .
Metrigstream Cummins Selling Exhaust Business | 25 Jan 2011 * Burchasing Organization

Move allows greater emphasis on key Emission Solutions Business

Cummins Recoanizes Elght Employees with 2010 Dr. Julius P, Pert
Innovation Award | 13 Jan 2011

Patents relafing to air filters and lurbochargers embody spirit of product
performance and environmental responsibiiity

View All M

219952010 Cummins Inc., Box 3005, Columbus, IN 472023005 1L.5.A Cuommins.com | About Supplier Portal | Terms Oflise | Sitemap | Feedback

9
All CQMS-MetricStream User Accounts are managed under System  Users tab as shown below.
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MetricStream B My Taska: 20 New, 0 Past aus] = 1y Catendurs

T e e e e | e e e e e e e | i s

System > Manage Users

Manage Users

‘Search for User: User Status:
Al ~| ea

EditUsers || Cosate User | | User Access | Crale Prafis Paramete | | Mansgs Orgariuation - Rale Paics | Move/Copy Org - Rale Pais

Eart users user Hame Nams ser Type ser stetun Manags Infocentars
wsTzs Carole Faiconer Enavlea
o71_1oun12 Bitan Davies Enaled

7lTmgm Chistian Krauen Enabled

aooo
SESE NS

0g1_10st0s b Ophyta Zhao Enabled

Note: Site Administrators can see all CQMS-MetricStream Accounts under the Users tab. However, Site
Administrators can only allow users access to their organizations roles (org-role pair).

For example a senior engineer at CTC may need access to be a Waiver First Approver in an
organization outside of their site. The Site Administrator at the site where access is required may wish to
modify the users account and grant them access to their sites org-role pair(s).

When working on CQMS-MetricStream User Accounts, always have the following
information available:

Full Name
WWID
Role(s)

Organization
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1.2. Create a new Cummins CQMS-MetricStream User

A new CQMS-MetricStream user will be created from their existing Cummins Production
LDAP account so you should NEVER use the Create User button in the Users tab.

G My Tasks: 20 New, 0 Past us] =y Calandars

MetricStream

e || Gavvscan | oy reperas rars | han || eap il | o | G s | incent T || 7ese nepors | simerm | SR nepor | Corca st | WG Rapors - vm Deign | PG Repats - e eegn | ChmpscaR rapers e o | myrapars | narmearaion | [CE00

Applcation Types | Enterprises | Garigets | Locsles | Users | 10P | Moritar | Tools

System > Manage Users

Manage Users
‘Search for User. User Status:
m | @
o @ ) i i i) e i o] o s
Eart Users user Hame name ser Typa User statun Manzgs Infocsntars
u] w725 Carole Faiconer 2 Enabies
o o71_10udiz Brtan Davies o Enabled
o O714tmgm Chelstian Krauch o Enabled
o tq1_t0sioa_b Opiyta zhaa 2 Enableg

In CQMS-MetricStream, the External Users button will pull in the Cummins Users existing LDAP
Account information; specifically their User ID (WWID), First Name, Middle Initial (if defined), Last
Name, email and password.
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MNC/PNC | CAR/SCAR | My Reports & Charts | Admin  MNC Reports - New Design

CAR/SCAR Reports - New Design | PNC Reports - New Design  PPAP Internal | PPAP Admin
Application Types | Enterprises | Gadgets | Locales | Users | WP | Monitor | Tools

Incident ITHelp | PPAP Reports | SRInternal | SRReports | PlantReports | Administration [l

»

System = Manage Users

==l
Manage Users
Search for User: User Status:
Al ~ || G
| EditUsers || Create User | | User Access | | Create Profile Parameter | | Manage Organization - Role Pairs | | External Users | | Move/Copy Org - Role Pairs |
Edit Users. User Name Name User Type User Status Manage Infocenters Setup Out of Dffice
005725 Carole Falconer External - »
o ] ; ; A
O 071_10ud12 EBrian Davies E External P o
O 0714fmgm@continentalcorporation com Christian Krauch g External > P
1 0g1_10s108_b Ophylia Zhao ﬂ External r 4 #

Note: A CQMS-MetricStream User Account is based off of the original LDAP Account information and cannot |
be changed directly in CQMS-MetricStream. If a user has updated their name on email, they will need to

contact the Cummins Help Desk to request that their LDAP Account from WWIMS be updated. The CQMS

User Account will be updated once a day automatically through a scheduled interface (infolet).

The following steps identify the process for creating a new CQMS User:

1. Click the Users tab and type the WWID or search using the Users First or Last Name by

using the % character before and after the name in Search for User: field and then click
the Go! Button.

" Y E— v e
MetricStream ® 0 !

I I I T I Il svetem |

Application Types. | Entarprises | Gacgets | Locsles. | Users | 108 | Moritar | Tools

System > Manags Users

Manage Users

Search for User. User Status:
ndi00 ] ~| s

Eatusers || Create User | | User aecass | Cronta prorma parameter | | ranage Organizstion - Rale pais | MousjCopy Org - Role pairs.

Eattusers usar Nama Hame.

user Type user status Manage infocntars
u] ratan ,

Satup Outof Offca,
sanawiza 5

The sample screen shot above shows that user nd100 already exists as a valid
CQMS-MetricStream User so you will not need to add them.

If no match is found from your search then this user does not have a valid CQMS-MetricStream
account (user profile). Please proceed to the next step.

2. Click the External Users button to locate the LDAP Account information.

MetricStream [y — = iy Coencrs

Avenans Sykumar
WNCPNC | CAR(SCAR | My Reports B Onarts | Admn || PRaP Intemst || Peap acin

QUIM Repots | Incident ITHelp || PPAP Repots | SR Intermsl | SRRepots | CGICHO Reparts

MINC Regorts - New Design || PNCReports - New Desgn | CAR/SCAR Reparts -New Design | My Regerts | aawssration [l
Application Types | Enterprises | Gacgets | Locales | Users | 109 | Montor | Toois
5

System = Manags Users
Manage Users

Search for User. User Status:
nd100 Al ~| s

Edtusers || mate User | | User dccess | Creste profie parameter | | 1anage Organustion - Rale pars | Move/Copy Org - Role Pas.

Editusers Usor Nama = User Type. User statun
o naiwe

sana i . enavies

Manage Infocanarn Salup Outof Offca

Note: All CQMS Users will be marked as Ex External Users pulled into ECP using LDAP.
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3. Enter the WWID in the Search for User: field and then click the Go! Button. We cannot
use First or Last Name in this field. It MUST be the WWID. *** Do NOT use the %
wildcard character this search. The system interprets it as part of the user name

rather than a search feature. ***

MNC/PNC  CAR/SCAR  MyReports & Charts  Admin  MNCReports - New Design  CAR/SCAR Reports - New Design  PNCReports - New Design  PPAP Intemal  PPAPAmin  IndentITHelp PPAPReports  SRIntemal  SRReports  PlantReports  Administration [l =)

Application Types | Enterprises | Gadgets | Locales | Users | TUP | Monitor | Tools
» =8x
Manage Users > External Users ’
External Users
Search for User.

E—

“The search results will contain results for first name and last name also
Use % to get a complete list of entries. Multiple wildcard characters can be placed within a search string.
e.g., A% will find all entries starting with the letter A_ %A will find all entries ending with the letter A %A% wiill find all entries containing the letter A

Create User | | User Access | | Create Profile Parameter | | External Users.

External Users.
Update Users  User Name Name User Type Action
[m] mj543 Archana Jaykumar g Sync User
Update Users.

L External users not pulled into EGRCP
Bl External users pulled into EGRCP
@ conflict User - User name exists both in internal user repository and external directory

Note: If no row is found, then this user does not have a valid Cummins Production LDAP Account and
cannot gain access into CQMS-MetricStream until an LDAP Account is created.

If the search results show the person you need to setup, please proceed to the next step.

4. Check the new user checkbox and then click the Update Users button to pull their
LDAP account information into CQMS. This step will automatically create a new CQMS-

MetricStream user profile.

MNC/PNC  CAR/SCAR | My Reports & Charts | Admin  MNC Reports - New Design  CAR/SCAR Reports - New Design | PNC Reports - New Design | PPAP Intemal |~ PPAP Admin | IncidentITHelp = PPAPReports  SRIntemal = SRReports  PlantReports | Administration

Application Types | Enterprises | Gadgets | Locales | Users | TUP | Monitor | Tools

Manage Users > Extenal Users

External Users [
| | Successfully updated User(s). |
1§

Search for User.
mj543 Go
“The search results vall contain resulls for first name and last name also

Use % to get a complete list of eniries. Multiple wildcard characters can be placed within a search string
€.g., A% will find all entries starting with the letter A. %A will find all eniries ending with the letter A. %A% will find all enfries containing the letter A

| Create User | | User Access | | Create Profile Parameter | | External Users |

External Users.
Update Users  User Name Name User Type Action
O mj543 Archana Jaykum, B3 Sync User

AL, External users not pulled into EGRCP
[ external users pulled into EGRCP
@ conflict User - User name exists both in internal user repository and external directory

Note: A successful status message highlighted in yellow will appear in the upper right corner of the
window. This message confirms that the user had been successfully added as a CQMS-MetricStream

User and you can now see their profile under the Users tab.

5. Click the Users tab and type their WWID in the Search for User: field and then click
the Go! Button.

Document: CQMS Site Admin Guide v6.1 Page 5 of 16



€= Cummins Internal Use Only A

MNG/PNC  CAR/SCAR  MyReports & Charts  Admin  MNCReports - New Design  CAR/SCAR Reports - New Design  PNC Reports - New Design | PPAP Internal | PPAPAdmin  Incdent ITHelp  PPAPReports  SRintenal  SRReports  PlantReports  Administration [ =

Application Types | Enterprises | Gadgets | Locales | Users | IUP | Monitor | Tools

System > Manage Users

Manage Users

Search for User User Status:
%mi543ps x | Al ~ l Go

EditUsers | | CreateUser | | User Access | | Create Profile Parameter | | Manage Organization - Role Pairs | | External Users | | Move/Copy Org - Role Pairs

Edit Users User Name Name User Type User Status Manage Infocenters. Setup Out of Office.
miS43 Archana Jaykumar g External

One row should now be shown and this resembles the new user profile. Click on the User Name
(WWID) hyperlink to open the newly created user profile. *** Do NOT check the “Edit User”
Checkbox or click the “Edit Users” Button. ***

6. Update/Confirm the new users profile
information. Under the User Profile Section:

Verify/Update the Locale to English-United States (it should default to
this) Verify/Update the Time Zone to current time zone of the user
Set Default First Page to Infocenter
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MNCPRNC CARYECAR

Application Types |JNSNCESS | Cadnets | incsies | Users | 0@ | Montor | Tools

>

Manags Users > Bdit Lsar

Edit User

My Reperts & (harts Ackmin PRAP Inkenal PPAP Admin QUM Reparts Incidant [T Halp PPAP Ru

w Responsibiities  Preferences Profiles User Org-Role Pair Associations  Uses Infolsl Group Associsfiors

Usar Hama™

First Mame™

M.I

Last Name™

Email Address™
Phone Mumber
Pzger Email Address

Re-enter Password™
Location

Time Zone
Report Email Format

Infocentsr

Start Dat=™
End Dizte

Sl Canesd

nd 100

Sana
Miza

S3na mirzai@itest123.com

IST - India Standard Time
HTML

() Enable

| Dizable
0127205

I PM

Lt [iLal

Note: To remove a user from CQMS-MetricStream, set the End Date. This will disable the account and
not allow the user to login. The End Date should be set to one day prior to the day you want to deactivate
the login. To IMMEDIATELY deactivate user’s account,enter YESTERDAY’s date

Under the Responsibilities Section:

Check On Demand (Reports tab)
Check Dashboards (Dashboard tab)
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MetricStream ®

MR PHC CARFSCAR My Reports & Charts Addrmin PRAP Intemal PRAP Adrmin QUIM Reparts Incident IT Help PRAP Rept

Application Types | Enterprizes | Gaogets | Locales | users | 1P | Monitar | Tool

Manage Users » Edit User

Edit User

Preferences Profiles- || Liser Ovg-Role Pair Associalions Lser Infolet Group Assaciations

Foelect at least one Responsibility.
[] Assignment Manager
[] Alert Manager

igner
[] on Demand

b biabla DashBrzrds
[ Dashboards
[T Producion Reports

[] Disaliow self-manage password
[[] Di=able Reports Tab

[ Client Administrasar

[] Applicaticn Administrator

[] satup out of office

[] Infolet Manager

[] Data Manager

Subumit Cancel

Note: Only Site Administrators will have the following three additional Responsibilities and you SHOULD
NEVER give these to anyone:

Client Administrator (Users tab)

Application Administrator (Setup tab)

Assignment Manager (Assignments tab)

New Admins should have their Quality Leaders approval to be an admin and they are required to
go through training. Please Contact Corporate Quality.

Under the Preferences Section:

Note: If there is nothing in this section, then proceed to the Profile Parameters. This section will appear
once a CQMS-MetricStream job runs and it should automatically default to the value NEW_WINDOW.

If the Preference Name DRILLDOWN_WINDOW_TYPE exists as shown below, confirm
the Preference Value is “NEW_WINDOW’. This will allow all the reports where a drill-down
is defined to open in a separate window instead of the current window.
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User Profile Responsibilities Profiles User Org-Role Pair Assodations

Preference Name

DRILLDOWN_WINDOW_TYPE

Submit

Cancel

CQMS Site Admin Guide

User Infolet Group Associations

Under the Profiles Section:

User Profile = Responsibilities

Preferences User Org-Role Pair Assodiations

Preference Description

Specifies whether the drilldown report should be

opened within the same window or in a new
window

User Infolet Group Assodiations

Profile Parameter
Profile Value

Existing Profile Parameters

Profile Name

Profile Value

Submit Cancel

v

Enterprise Name(CQMS-DEV1)
User Name(nd100})

Preference Value

New Window |v|

No profile parameters will be defined for a new user profile. Click on the Profile Parameter drop down list
to set the following two parameters:

Profile Parameter

Profile Value

Existing Profile Parameters

Profile Name

Profile Value

Submit.

Cancel

Supplier Name

mnc plant manager
Quality Manager
PPAP Supplier
Hide_Doc_Nav_Tree
USER

PPAP internal
Supplier Code

BRZ QA INSPECTOR
LOGIN_ID
BUSINESS_UNITS
COMPLIANCE_AREA
PPAP Report

User Name
Enterprise Name

Select the Profile Parameter Enterprise Name and set the Profile Value to “CQMS”
and then click the Add button.

Select the Profile Parameter User Name and set the Profile Value to “<wwid>" and
then click the Add button.

Note: The profile parameter values are case sensitive. The Enterprise Name must be in all
UPPERCASE and the User Name (WWID) must be in all lowercase as shown below.

User Profile Responsibilities Preferences User Org-Role Pair Assodations User Infolet Group Associations

Profile Parameter
Profile Value

Existing Profile Parameters

Profile Name

Profile Value

Submit Cancel

v

Enterprise Name{CQMS-DEV1)
User Name(nd100)
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The Org-Role Pair and User Infolet Group Associations Sections will be blank. The
associations to Infolet Groups and Org-Role Pairs will be performed outside of the profile
(see steps 9 & 10 below).

7. Click the Submit button to save and complete the user profile settings.

At this time, the new CQMS-MetricStream User is created but if the new user logs in, there
will be a message that says no InfoPorts have been defined. This means that no Infolet
Groups and Org-Role Pairs have been assigned to this user.

The new user must be assigned to the appropriate Infolet Group(s) first and then to the Org-
Role pair(s) after to determine what CQMS-MetricStream Activities the user can perform and
what CQMS-MetricStream Data the user has access too.

Note: Site Administrators DO NOT manage Supplier Contact Accesses. These are managed through the
CQMS Supplier Registration Group via email to CQMSSupplierRegistration

cagmssupplierregistration@cummins.com. The process in the following link MUST be followed prior to
contacting the Registration Group. Managing CQMS Metric Stream Supplier Contacts

The ONLY items that a Site Administrator can edit for a Supplier Contact Profile is Time Zone, Default
First Page and at times when required, place an End Date in the profile. In case of End Date, Supplier
Registration must still be informed so the Supplier Profile can be fully deactivated.

8. Click System Tab, Edit users and then the Manage Infolet Groups button to add
the users to the appropriate infolet groups.

Edit User
1
User Profile Responsibilities Preferences Profiles User Org-Rale Pair Associations
Search Infolet Group Go
Infolet Group Name Assign To User
ACE |
APPSTUDIOCORE ]
ASIDE O
Application Administrator I:|
Apps Infrastructure D
BFCEC_PPAP_REPORT
CAPA Report Builder O
CAR Action ltems O
CAR Admin
CAR SCAR respondent O
Page 1 ofd b Pl & Records perpage 10
Submit Cancel Get Selected

The Site Administrator will setup the appropriate Infolet Groups based on which Role(s) the user
needs access too (see Appendix A — Infolet Groups and Roles).
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Note: The Infolet Group Name and the Role Name are not always the same. For example the MNC
Approver infolet group maps to the Enterprise Supervisor role.

information)

Note: One Infolet Group does not always map to just one role. For example the Waiver infolet group
maps to the Waiver Approver 1, Waiver Approver 2, Waiver Level 1 Escalation, Waiver Level 2
Escalation and Waiver Level 3 Escalation roles.

Sometimes, there are NO Infolet Mappings to a role. For Example, Escalation Levels 1,2 & 3 or
Supplier Quality Escalation Levels 1, 2 & 3. (See Appendix A — Roles & Infolets for further

9. Identify which Infolet Group required then click on check box to add the user into

the selected Infolet Group and click on Submit button.

Edit User

User Profile Responsibilities Preferences Profiles

User Org-Role Pair Associations

Search Infolet Group Go

Infolet Group Name
ACE
APPSTUDIOCORE
ASIDE
Application Administrator
Apps Infrastructure
BFCEC_PPAP_REPORT
CAPA Report Builder
CAR Action Items
CAR Admin

CAR SCAR respondent

Page 1 ofz b Kl :3—" Records per page: 10

Submit Cancel Get Selected

Assign To User

oagd

OROOROOO

Note: A user can be added to one or more infolet groups depending on their functions.

10. Once the ALL of the appropriate Infolet Groups have been added, return to the System
tab and then click the Manage Organization — Role Pairs button.

The organization defines the data access and the role defines the CQMS-

MetricStream functionality the user can perform.

MetricStream

7 My Tasks: 2 |0 New, 0 Past dug|

=] My Calendars

#leports & Charts | Admin  PPAP Intemal | PPAP Admin | QUIMReports | IncidentITHelp = PPAPReports  SRInternal |~ SRReports = OGTC-X)Reports  MNC Reports - Mew Design | PNCRe

Application Types | Enterprises | Gadgets | Locales | Users | TUP | Monitor | Tools

»
System > Manage Users

Manage Users

Search for User. User Slalus:
All

Edit Users User Name
005725
071_10u012

0714fmam

i (|

0g1_10s108_b

v

=3

Edit Users | | Create User | | User Access | | Create Profile Parameter | | Manage Organization - Role Pairs ||| Move/Copy Org - Role Pairs

Name

Carole Falconer
Brian Davies
Christian Krauch

Ophylia Zhao

User Type

[SESE S
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11. Search all the organizations roles by entering the CQMS Organization Name in the
Search for Organization: field and then click the Go! Button.

For example, the next screen shot shows all the roles available in the JEP Organization.

Note: Only 10 roles are displayed per page and then page links will appear in the lower right corner. For
example, the JEP Organization has four pages of roles as shown below (Up To 40 Roles).

MetricStream L = vy oty JRS——

Orpaisats s ot e g s

BabbEEEE
i
H

[
oo
o
v
e
s

L I a5 0

12. Select the appropriate role and click on the #* icon or the Assign Now! link in the Assign
Users Column to add the user to a role.

Note: The pencil icon means that there are already CQMS users in this role for this organization. If the
role shows the Assign Now! Link, no CQMS users are currently in this role for this organization.

Note: Some roles are not utilized in CQMS and will remain with the Assign Now! link. For example —

Waiver Escalation Engg
Manager CAR Team

13. Assign the new user to a role.

The left side of the form will show all the available users who are NOT in the role and the
right side will show which users are already mapped to this role. To select a new user,
check the appropriate checkbox, click the >> button to add the user and then click the
Submit button to save the change and close the form. To add multiple users to this role,
repeat the adding process in this step until all the users are listed before pressing submit.
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MetricStream 8y ek 2 (O e, 8 P o]

Note: A user can be added to one or more roles depending on their function.

A user can be removed from a role by checking the checkbox of the appropriate assigned user located
on the right hand side, then click the << button and then click the Submit button to save the change and
close the form.

Note: For plants outside EBU who do not use GPS to manage SQIEs, site admins need to add the SQIE
to the appropriate Infolets and Org Role Pair. They must wait 4 hours for the infolet to run then add them
to the required SSID for their plant in the Manage Corp SQIE link. This take a further 4 hours to
complete. This is how long it takes to map a Corp/Purchasing SQIE to a Supplier SSID.

14. Once the new user is added to the appropriate Infolet Groups and Org-Role Pairs, the
user account will now have the appropriate permissions to perform their work.

In order to complete the setup of a new CQMS-MetricStream user the following
programs (infolets) will need to run. These programs run on a scheduled daily basis.

o MS CMI 151 Set Infocenter Layout Order

This infolet keeps the tab order consistent for all CQMS-MetricStream users
Currently this infolet runs once a day

o MS CMI LDAP Users Profile Sync
' This infolet keeps the CQMS-MetricStream account in sync with LDAP
Currently this infolet runs once a day

o MS Get All Users Organizations based and Org Hierarchies

This infolet shows all the organizations where a user can raise non-
conformances

Currently this infolet runs every 4 hours upon completion

o MS CAPA Get All Users Based on Org Roles

This infolet shows all the organizations where a user can raise

CAR/SCAR/PAR

Currently this infolet runs every 4 hours upon completion

o MS_QMS_FLOW_DOWN_ORG
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This infolet is needed when there is a role change
Currently this infolet runs twice a day

Note: If the new CQMS-MetricStream User Account needs to be setup faster than the infolet schedules
mentioned above, please record a Remedy Ticket and request for the infolets to be run manually by the
CQMS-MetricStream Support Team.

1.3. Create a new Supplier Contact - CQMS User

Supplier contacts (both supplier contacts from other Cummins plants (Internal Suppliers) and third
party suppliers (External Suppliers)) will need to be registered before they can access the CQMS-
MetricStream system.

In order to setup a supplier contact the Site Admin, Corp/Purchasing SQIE or Sourcing Manager
must make a formal email request CQMS Supplier Registration team via this email address
(CQMSSupplierRegistration@Cummins.com) but must follow the process outlined in the following
link prior to emailing the registration team.

Managing CQMS Metric Stream Supplier Contacts

Once the request is made, the CQMS Supplier Registration Team will validate and complete the
request and invite the supplier contact to complete their registration. Once the registration is
completed, a daily infolet runs to complete the setup and account creation automatically in
CQMS-MetricStream.

The requestor will be notified via email once the account is setup and complete for Global Supplier
Portal / SIM Registration. This does not mean the supplier can access CQMS yet. They will have to
wait for 24 hours before they can access.

External Supplier Contacts will gain access to CQMS-MetricStream through the CQMS link located
in the Business Applications Section of the Supplier Portal (supplier.cummins.com).

Internal Supplier Contacts (other Cummins plants) will gain access to CQMS-MetricStream
through cgms.cummins.com using their existing LDAP Account.

Note: If a supplier contact is currently using iscm to manage their NCMRs and SCARs, they will continue
to use those links to finish their current work but all new MNCs/PNCs and SCARs will be created in
CQMS-MetricStream (CQMS link).
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1.4. Updating a CQMS-MetricStream User Account

The management of all CQMS-MetricStream User Accounts will be performed under the Users tab.
Any changes to a user’s account will take affect once the change is submitted.

To add a new organization — role, perform the following steps:

1. Verify the user is already a member of the corresponding Infolet Group by clicking the
Manage Infolet Groups button under the Users tab (or by looking at the user’s profile).

Note: The user must first be added to the Appropriate Infolet Group before being assigned to the |
appropriate organization —role. If the user is not assigned to the corresponding Infolet group, assign them

now by clicking the " icon under the Assign Users column.

2. Once you have verified or assigned the user to the appropriate Infolet group, click
the Manage Organization — Role Pairs button.

3. Search for the appropriate organization and role you wish to add the user to and then click
the <" icon under the Assign Users column.

4. Check the users name under the Available Users List, click the >> button to assign
the user and click the Submit to save and close the form.

5. Verify the newly added organization — role by reviewing the users profile under the
Users tab.

To remove an organization — role, perform the following steps:
1. Under the Users tab, click the Manage Organization — Role Pairs button.

2. Search for the appropriate organization and role you wish to remove the user from and then
clickthe " icon under the Assign Users column.

3. Check the users name under the Assigned Users List, click the << button to remove the
user and click the Submit to save and close the form.

4. Verify the removal of the organization — role by reviewing the users profile under the
Users tab.

Note: Removing a user from an Organization — Role may also require the removal of an Infolet Group if
there are no other organization — roles mapped to that Infolet Group. To remove the user from the Infolet
Group, click the Manage Infolet Groups button. This is NOT really necessary and can be skipped.

To expire (deactivate) a user, perform the following steps:
1. Under the Users tab, open the users’ profile.

2. Set the End Date to the current date or a future date to deactivate their account and click
the Submit button to save and close the form.
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To immediately deactivate a user, enter yesterday’s date into the end date and press submit

Note: If there are work assignments assigned to the user you are expiring, please be sure to
reassign the work before the user is deactivated.

To reactivate a user’s access to CQMS, perform the following steps:

1. Under the Users tab, open the users’ profile.
2. Remove the End Date and click the Submit button to save and close the form.

To update the time zone, perform the following steps:

1. Under the Users tab, open the users’ profile.

2. Select the appropriate Time Zone and click the Submit button to save and close the
form.
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